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FOREWORD

The Computer-Based Instructional Systems Team of the US Army Research

] Institute for the Behavioral and Social Sciences performs research and develop-
ment in the area of educational technology that applies to military training.

Of interest are methods for training individuals to develop and utilize instruc-
tional courseware in reasonable time, at acceptable cost. ARI research in

this area is conducted under Army Project 2Q263743A794, FY 80 Work Program.

This Research Product is one of a series of 10 volumes designed to provide
guidance on the application of the Instructional Systems Development model.
The work was accomplished by Mr. Russel E. Schulz and Mrs. Jean R. Farrell,
Human Resources Research Organization, Contract No. DAHC19-78-C-0010 and
personnel of the ARI Manpower and Educational Systems Technical Area. Person-
nel from the Directorates of Training Development at Ft. Belvoir, VA and Ft.
Gordon, GA provided assistance in the evaluation of the work.
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JOB AID MANUALS FOR PHASE II-DESIGN OF THE INSTRUCTIONAL SYSTEMS DEVELOPMENT
MODEL

BRIEF

Requirement:

To develop a series of job aids for the activities identified in the
Instructional Systems Development Model (ISD, TRADOC Pamphlet 350-30).

Procedure:

A series of job aids were designed and developed for each of the five
phases of the ISD model: ANAIVYZE, DESICN, DEVELOP, IMPLEMENL, and CONTROL.
Each job aid is comprised of Descriptive Authoring Flowcharts and a Job Aid
Manual which provide specific guidance, examples, and references necessary to
produce the product specified by the ISD Block it covers.

Utilization:

These job aids will be used by military training personnel in meeting the
requirements of the ISD model.
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WHAT ARE JOB AIDS?

e Job Aids are intended to be stand-alone, step-by-step procedural guides which
we hope will permit you to tum out quality instructional products quickly
and easily. We also hope that they will be equally useful to individuals at all
experience levels of the instructional systems development process.

o Job Aids are intended to address real needs. Prior to the development of the
Job Aids, instructional technology personnel (individuals like yourself) at the
U.S. Army Signal Center and the U.S. Army Engineer School were surveyed to
determine specific ISD needs—those areas in which they had the greatest need for
assistance and information. Emphasis was placed on satisfying these needs in the
development of the Job Aids.

e Job Aids use the same classification system for identifying the activities that
must be performed in instructional systems development (ISD) as does
TRADOC Pamphlet 350-30 (Interservice Procedures for Instructional Systems
Development).

WHAT IS THE CLASSIFICATION SYSTEM USED IN TRADOC
PAMPHLET 350-30 AND JOB AIDS?

¢ TRADOC Pamphlet 350-30 suggests that instructional systen’s development be con-
ducted in five phases:
— Analyze
— Design
— Develop
— Implement
— Control

e For those of you who are unfamiliar with TRADOC Pamphiet 350-30 we suggest
you read the brief description of each phase of the ISD process as shown in
Table 1. In the TRADOC Pamphlet each ISD phase is divided into specific
activities called ISD blocks. Table 2 shows these ISD blocks and Table 3 shows
the outcome of each block.

® Job Aids cover the activities required for the first three phases of the
TRADOC Pamphlet (i.e., Analyze, Design, and Develop instructional systems).
The Aids cover each ISD block within these phases except for ISD Block 1.1,
Analyze Job.




Table 1

FIVE PHASES OF INSTRUCTIONAL SYSTEMS DEVELOPMENT (i1SD)

THE FIVE PHASES ARE:

Inputs, processes, and outputs in Phase | are all based on job information. An inventory of job
tasks is compiled and divided into two groups: tasks not selected for instruction and tasks
PHASE | selectec for instruction. Performance standards for tasks selected for instruction are determined
AN ALYZE by interview or obsarvation at job sites and verifi'ed by subject martter experts. The analysis of
existing course documentation is done to determine if all or portions of the analysis phase and
other phases have already been done by someone eise following the 1SD guidelines. As a final
analysis phase step, the list of tasks selected for instruction is analyzed for the most suitable
instructional setting for each task.

Beginning with Phase |, the ISD model is concerned with designing instruction using the job
PMASE !! analysis information from Phase |. The first step s the conversion of each task selectad for
training into a terminal learning objective. Each terminal learning objective is then analyzed to ]
DES'GN determine learning objectives and learning steps necessary for mastery of the terminal learning ",
objective. Tests are designed to match the learning objectives. A sampie of students is tested to (t
insure that their entry behaviors match the ievel of learning analysis. Finally, a sequence of !
instruction is designed for the learning objectives.

The instructional development phase begins with the classification of fearning objectives by o
learning category so as to identify learning guidelines necessary for optimum learning 1o take i
PHASE m place. Qetermining how instruct-on is to be padqged and presented to the student is :

accomplished through a media selection pfocess which takes into account such factors as
DEVELOP learning category -and guideline, media characteristics, training setting criteria, and costs.

Instructional management plans are developed to allocate and manage all resources for

conducting instruction. Instructional materials are selected or developed and tried out. When é

materials have been validated on the basis of empirical data obtained from groups of typical

students, the course s ready for implementation.

e

Staff training is required for the impiementation of the instructional management plan and the
PHASE |V instruction. Some key personnel must be trained to be managers in the specified management
plan. The instructional staff must be trained to conduct the instruction and coliect evaluative
'MPLEMENT data on all of the instructional components. At the completion of each instructional cycte,
management staff should be able to use the collected_,mformmon to improve the instructional
system,

»>
P e

Evatuation and revision of instruction are carried out by‘ personnel who preferably are neither

the instructional designers nor the managers of the course under study. The first activity

PHASE v {internal evaluation) is the analysis of learner performance in the course 10 determine instances
CONTROL of deficient or irrelevant instruction. The evaiuation team then suggests solutions for the
problems. In the external evaluation, personnel assess job task performance on the job to .

determine the actual performance of course graduates and other job incumbents. All collected ‘

i

e —

data, internal and external, can be used as quality control on instruction and as input to Ny
phase of the system for revision.




PHASE |

PHASE II

PHASE i

PHASE IV

PHASE V

Table 2

ISD BLOCKS IN EACH OF THE FIVE ISD PHASES

THE BLOCKS IN EACH PHASE ARE:

1.3
12 T4 15
B ieavze SELECT asTAuCT ANALYZE SELECT
P TASKS/ renrormance | P EXISTING INSTRUCTIONAL
FUNCTIONS MEASIRES COURSES SETTING
o3 Ta
S 2
— [ cEveLoP } DEVELOP Dascnise } o omeRe
OBJECTIVES TESTS NTRY QUENCE &
BEHAVIOR STRUCTURE
m.2
b ) SPECIFY o
SPECIFY INSTRUCTION ~ m.4 ms
e B LEARNING } MANAGEMENT ’:S:’s'ﬁzg“‘m ’ DEVELOP ’VALIDATE
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3

LRI S 5 TR R T SR

.

3

L

#
‘




Table 3

OUTCOMES OF ISD BLOCKS

| THE OUTCOMES OF THE BLOCKS ARE:

. alist of tasks performed in a particular job.
. @ list of tasks selected for training.

b
——
»wib

. ajob performance measure for each task selected for instruction,

. an analysis of the job analysis, task selection, and performance measure
construction for any existing instruction to determine if these courses are
usabte in whole or in part.

.5. .. selection of the instructional setting for task selected for instruction.

. a learning objective for and a learning analysis of each task selected for
instruction.

l | .2 ... test items to measure each learning objective.
3... atestof entry behaviors to see if the original assumptions were correct.
4. .. the sequencing of all dependent tasks.
.1... the dassification of learning objectives by learning category and the
identification of appropriate learning guidelines,
.2... the media selections for instructional development and the instructional i
management plan for conducting the instruction.
l I ' .3... the analysis of packages of any existing instruction that meets the given
fearning objectives.
1 .4 .. the development of instruction for all learning objectives where existing
materials are not available.
.5 ... field tested and revised instructional materials.
!
.1... documents containing information on time, space, student and instructional " :
|V resources, and staff trained to conduct the instruction.
.2... a completed cycle of instruction with information needed to improve it for

the succeeding cycile.

.1... dataon instructional effectiveness. ]
v .2. .. data on job performance in the field.
.3. .. instructional system revised on basis of empirical data.

T e et . o ————— T




WHAT SOURCES OF INFORMATION WERE USED IN THE
DEVELOPMENT OF JOB AIDS?

e Job Aids are not just a re-iash of TRADOC Pamphlet 350-30. We use the

same classification system for ISD phases and the blocks within the phases

as does the TRADOC Pamphlet. However, the guidance and information provided
in the Job Aids come from a variety of sources, the TRADOC Pamphlet being
only one such source. We have gathered information from any source that we
could locate. If the information was judged to be good it was included in the
Job Aids. In some instances the information in the Job Aid is based solely on the
educational technology experience of the project staff.

It is not within the scope of this Introduction to list all sources of information
examined or used in the development of the Job Aids. However, in addition
to TRADOC Pamphlet 350-30 examples of other sources of information would
include the following types:

— TRADOC Circulars
— DA Pamphlets

— Printed Guidance prepared by TRADOC Schools (e.g., U.S. Army
Signal Center)

— Army Research Institute Documents
— HumRRO publications

— Other military and civilian agencies

B

L T e, o AL



WHAT JOB AIDS ARE PRESENTLY AVAILABLE AND WHAT DO
THEY CONSIST OF?

® There are thirteen Job Aids presently available. Each Job Aid is comprised
of two documents. A brief description of each is provided below: (A
complete description of how to use each is given on the pages that foliow.)

— Descriptive Authoring Flowcharts. The Descriptive Authoring Flowcharts (usually
referred to as Flowchart Manuals) are the primary documents used in the
Job Aids. They direct the user to specific guidance, examples and references
provided in the Job Aid Manuals.

— Job Aid Manuals. As stated above, the Job Aid Manuals provide the specific
guidance, examples and references necessary to produce the product specified
by the ISD Block they cover. In addition, each Job Aid Manual contains one
or more Worksheets to use in the development of the product.

® Another important part of the Job Aids package is of course the document
you are presently reading, Introduction to the Use of Job Aids and Job
Aid Resource Manual.

® The specific Job Aids available are: (Flowchart Manual and Job Aids Manual
for each).
— Job Aid for Selecting Tasks for Training (ISD 1.2)
— Job Aid for Conducting Task Analysis (ISD 1.2)
— Job Aid for Analyzing Existing Courses (ISD 1.4)
— Job Aid for Selecting Instructional Settings (ISD 1.5)
— Job Aid for Developing Objectives (ISD I1.1)
— Job Aid for Developing Tests (ISD I1.2)
— Job Aid for Describing Entry Behavior (ISD I1.3)
— Job Aid for Determining Sequence and Structure (ISD II.4)
— Job Aid for Specifying Learmning Events and Activities (ISD I11.1)

— Job Aid for Specifying Instructional Management Plan and Delivery
System (ISD 111.2)

— Job Aid for Review and Selection of Existing Materials (ISD I11.3)
-~ Job Aid for Developing Instruction (ISD I11.4)
— Job Aid for Validating Instruction (ISD II1.5)

PR




WHAT ARE THE MAIN PARTS OF THE FLOWCHART MANUAL?

e Scan through a few pages of your Flowchait Manual. Observe the following:

— Flowchart symbols used

— Instructions or questions within the flowchart symbols

— Supplemental information opposite most of the flowchart symbols
— Flowchart block and page numbering system

e For a complete description of each of the main parts of the Flowchart Manual
see the pages that follow.

Y
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WHAT FLOWCHART SYMBOLS ARE USED IN THE FLOWCHART MANUAL?

e Flowchart Symbols

— Only five symbols are used in the Flowchart Manual. These symbols and the :
instructions within them act as a road map to lead you step-by-step through §
the process of developing your particular product, We believe that after you ‘

have gotten used to using the Flowchart Manual you will find it a very useful

control document. The five symbols used are as follows: . ,
Start-Stop Symbol — Indicates either the start or stop ¥
of the activities called for in the 4
Flowchart Manual. -
Decision Symbol — Indicates that you must make a {

decision at this point which will
determine the path that you take
thru the Flowchart Manual.

Manual Symbol — Indicates that you are to refer to
the Job Aid Manual for specific
additional guidance or instruction
shown in the symbol.

e it gt . " et

Rectangle Symbol — Indicates an activity that must be
performed but does not require
specific additional guidance or
instruction in the Job Aid Manual.
(In some cases the user is given
the option of going to the Job
Aid Manual to see a completed
example of the activity called for
in the rectangle symbol).

ey A i et

Go To Symbol — Indicates a branch to some other
flowchart block. The branch will
either be to a previously encountered
block or will jump you over blocks .
that can be omitted.

2 oL




WHAT INSTRUCTION IS PROVIDED WITHIN THE FLOWCHART
SYMBOLS?

o Each flowchart symbol except the Decision Symbol contains a brief statement
of the activity that you are to perform. If this activity requires the completion
of part of a Worksheet the specific part of the Worksheet will be identified
(remember, each Job Aid includes one or more Worksheets). Decision blocks
always contain a question that can be answered with a yes or no answer. The 3
branch you take after the decision block will depend upon your answer. Q
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WHAT 1S THE PURPOSE OF THE SUPPLEMENTAL INFORMATION
PRCVIDED IN THE FLOWCHART MANUAL?

® The supplemental information that is located beside most of the flowchart symbols
serves the following purposes:

— Provides a more complete description of the steps or activities that must be
performed in the ISD Block you are working in than does the flowchart itself.

— Refers you to specific pages within the Job Aid Manual for specific guidance,
examples and references needed for completing the activity called for in the
flowchart block. (This is associated with the Manual symbol.)

- — For some flowchart blocks (rectangle symbol) examples of the completed activity
are shown in the Job Aid Manual. The supplemental information indicates the
specific page in the Job Aid Manual containing the example. However, the user
has the option of going to the Job Aid Manual to see the example. (The Manual
symbol, on the other hand, requires the user to go to the Job Aid Manual.)

— Acts as an executive summary which will allow commanders and supervisors to

obtain a picture of the activities required by the Job Aid without reading the
entire Job Aid Manual.

WHAT 1S THE FLOWCHART BLOCK AND PAGE NUMBERING SYSTEM?

e The flowchart block and page numbering system is as follows:
— Flowchart blocks are numbered so that they can be easily referred to.

— The page numbers in each of the 13 Flowchart Manuals are preceded by an
identifying letter unique to a specific ISD Block. (E.g., The Flowchart Manual
pages for I1SD Block 1.2 go from A-1 to A-15 whereas for ISD Block 1.3 the
Flowchart Manual pages go from B-1 to B-15.) This same page numbering system
is also used in the Job Aid Manuals.

10




HOW D0 T USE THE JOB AID MANUAL AND WHAT ARE THE
MAIN PARTS OF IT?

¢ It is unlikely that you will need to refer to every page in the Job Aid Manual.
As previously stated, the Job Aid Manuals are used as supplements to the Flow-
chart Manuals that direct you to specific pages within the Job Aid Manuals.
Therefore, DO NOT ATTEMPT TO USE THE JOB AID MANUALS INDEPENDENTLY
OF THE FLOWCHART MANUALS.

e Scan through a few pages of your Job Aid Manual. Observe the following:
i — Partial flowcharts shown at the top of pages
. — Questions written in script that appear on most pages

— Completed, or partially completed examples of Worksheets

WHAT 1S THE PURPOSE OF THE PARTIAL FLOWCHARTS AT THE
TOP OF SOME PAGES OF THE JOB AID MANUAL?

o When you are referred to the Job Aid Manual you will find a partial flowchart at
the top of the Job Aid Manual page. You are to remain working with the Job

Aid Manual until you come to another partial flowchart. Then return to the
Flowchart Manual.

e The partial flowcharts are identical to those shown in the Flowchart Manual.
They serve as an additional reminder of the activity being dealt with at the
moment.

LCYCT N SRR
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WHAT 1S THE PURPOSE OF THE QUESTIONS WRITTEN IN SCRIPT
THAT APPEAR ON SOME PAGES OF THE JOB AID MANUAL?

® The questions written in script are our way of telling you what follows. They
highlight such things as:

— The purpose of performing a certain activity
— How the activity is performed
— What sources are available for performing the activity and how good they are

— What the Worksheet looks like after the activity is performed

WHAT 1S THE PURPOSE OF THE COMPLETED OR PARTIALLY
COMPLETED EXAMPLES OF WORKSHEETS?

® As previously stated, every Job Aid Manual uses one or more Worksheets
(located in a pocket at the back of the Manual), 'I'hne Worksheets permit you to
produce (and document) the product called for in the ISD Block.

& Whenever you are required to make an entry on a Worksheet an example of that

] type of entry will be shown in the Job Aid Manual and will usually be circled so
as to make it stand out. It is hoped that these examples will give you a clear idea
of what is required on the Worksheet.

- s, ML
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WHAT DOES THIS ALL MEAN AND WHAT D0 I DO NOW?

e In this Introduction we have attempted to explain the following:
—What Job Aids are
— The classification system (ISD Phases and Blocks) used in the Job Aids
— Sources of information used in the development of Job Aids
— Job Aids presently available
— A description of Flowchart Manuals
— A description of Job Aid Manuals
¢ If you feel that you have an adequate understanding of the above, return to the
Flowchart Manual now. You will be referred to specific pages in the Resource

Manual (the remainder of this document) as you need the information contained
in them. Do not attempt to read the Resource Manual now.

RETURN TO THE FLOWCHART MANUAL NOW

s et s
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HOW CAN THE RESOURCE MANUAL HELP ME?

The purpose of this resource manual is to assist you in the formation of a data-

based system for decision making in the Analysis Phase of the Instructional Systems
Development (ISD). In order to make logical and objective decisions based on conditions
and needs in the field, you must collect, organize, analyze, and document job significant
data (information). Such data includes many specifics under the broad categories of
job background data, target population data, and critical task data. The specifications

L of specific data requirements and sources of this data should be part of the overall

i Job Analysis Plan.

|
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WHAT ARE SOME SOURCES OF JOB SIGNIFICANT DATA?

There are many sources of data to support a job analysis.

These sources include such things as:

Technical Manuals

Field Manuais

Army Regulations

Circulars and Phamplets

Programs of Instruction

Soldier’s Manuals

Previous Task Lists

Documentation from the Systems Engineering Era

Reports from outside agencies, i.e., Army Research Institute, HumRRO,
and other military and civilian research organizations

Internal Research Reports

Tables of Organization and Equipment and Tables of Distribution and
Allowances

Civilian Publications (technical journals and professional publications)
Equipment Modification Work Orders

CODAP {Comprehensive Occupational Data Analysis Programs)

Field Surveys

Panels of Experts

WHICH SOURCES OF DATA ARE INCLUDED IN THE RESOURCE
MANUAL?

Each of the sources listed is useful for fulfilling specific needs in the Analysis Phase
of ISD. The Job Analysis Plan should specify exactly which items of data will be needed
and the recommended source(s) for each item. In this way all the data can be accessed and
ready for use as soon as it is needed. The last three sources on the list, CODAP, Field
Surveys, and Consensus Groups or Panels, are frequently cited in the Job Aids for
specific items of information. How to use these sources is the subject of this manual.
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WHAT 1S CODAP?

To provide personnel managers and training managers with the reliable job data
needed for job and task analysis, the Deputy Chief of Staff for Personnel has selected the
occupational survey questionnaire for data collection and CODAP (Comprehensive i
Occupational Data Analysis Programs) as the system for processing, reporting, and anal-
yzing this data. The combination of questionnaire and CODAP is currently being used by
all the U.S. Armed Forces to support their occupational survey and job analysis efforts.
This automated data system provides information in such areas as: duties and tasks
performed by job and duty incumbents; types of equipment, tools, and vehicles used . ﬂ
and maintained; special skills and knowledge which must be met by job incumbents; '
quality and quantity of training received or required; physical and mental demands; and
special items pertaining to personal and job background information, work environment,
and job satisfaction. .




WHEN SHOULD CODAP REPORTS BE USED?

Whenever data has already been prepared by CODAP it should be used in preference
to school conducted surveys in order to prevent duplication of effort. CODAP has the
capability of supplying all your data needs. It is the responsibility of each Army service
school to initially provide the Army Occupational Survey Program with the input it must
have to supply your job analysis needs, and also to develop a job analysis plan which
allows sufficient time to access the necessary data.

Of particular use in job analysis are Group Summary Reports. The Job Aids
suggest that you obtain these reports for documenting such information as: tasks
performed in each duty position (ask for GPSUMS6 report for your MOS), and percentage
of soldiers in the skill level performing each task (ask for GPSUM 2).* Given sufficient
lead time CODAP can also make up special reports to provide ratings on task selection
factors such as, time to train OJE, consequences of inadequate performance, and proba-
bility of emergency performance (ask for FACSUM report).

HOW ARE CODAP REPORTS (BTAINED?

In order to obtain CODAP data you should first check with your supervisor to see if
the information you need has already been accessed. If it has not, write to:

Commander -
US Army Military Personnel Center

ATTN: DAPC-MSP-D

2641 Eisenhower Avenue

Alexandria, VA 22311

or call:
325-9272/9493 (AUTOVON 221.9272/9493).

Allow at least three weeks for the reports to arrive at your school. The necessary
lead time could be much longer if you are requesting special information which CODAP
has not yet collected. It is recommended that you obtain the two official guides from
MILPERCEN: the US Army Military Occupational Data Bank, and the US Army Occupa-
tional Survey Program.

*Keep in mind that these percentages are based on the peacetime conditions in which soldiers are
presently being surveyed. Adjustments should be made for combat tasks.
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FIELD SURVEYS
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WHAT 1S A FORMAL FIELD SURVEY?

A formal field survey is similar to the type of questionnaire survey conducted by
the Army Occupational Survey Program, only it is conducted by instructional development
personnel within an Army service school.

The use of questionnaires permits the job analysis team to make limited contact with
large numbers of personnel; thus large amounts of information can be collected at a rela-
tively low cost. Questionnaires can be mailed to personnel who are asked to complete
and return them, or they can be administered to groups of job incumbents and/or super-
visors by local personnel who have the responsibility and authority to make sure all
questionnaires are completed and returned.

WHEN SHOULD FORMAL FIELD SURVEYS BE USED?

" Whenever time does not allow you to access information from the Army Occupa-
tional Survey Program, an alternate data collection method may be used. Formal field
surveys are suggested as an alternate data source in the ISD Job Aids. Should you decide
to conduct a formal field survey be sure to obtain permission from MILPERCEN in
accordance with the guidelines in AR 600-46.
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HOW 1S A FIELD SURVEY QUESTIONNAIRE DESIGNED?

e Types of Questionnaires

There are two types of questionnaires, the closed form and the open form. We
suggest using the closed form, which contains a list of possible items to be selected or
blanks to be filled in with words or numbers. (For an example of a closed form ques-
tionnaire, see Appendix A.) This form has several advantages over the other alternative,
the open form. It is likely to take a minimum amount of time to fill out, thus increasing
the chances that it will be completed and returned. The process of tabulating and sum-
marizing responses is simpler and less time consuming than with an open form questionnaire.
Machine tabulation and computer analysis of the completed forms are practical when a
large number of questionnaires is used.

A properly designed closed form questionnaire is difficult to prepare. The designer
must be sure to include all possible responses expected from any of the soldiers who
will complete the questionnaire. The items must be constructed on the form so that
they clearly communicate to the user exactly what the designer is trying to ask. The
greatest single problem with research methods is improperly worded questionnaires, as they
produce faulty data. If you intend to design your own questionnaires we suggest consult-
ing the following guides:

Morsh, J.E. and Archer, W.B. Procedural guide for conducting occupational
surveys in the United States Air Force (PRL-TR-67-11). Lackland Air
Force Base, Texas: Personnel Research Laboratory, Aerospace Medical
Division, Air Force Systems Command, September 1967.

Jacobs, T.O. Developing questionnaire items: how to do it well. Human
Resources Research Organization (HumRRO), 300 North Washington Street,
Alexandria, Virginia 22314.




WHAT SHOULD BE INCLUDED ON THE QUESTIONNAIRE?

The details ¢f the forms you use will be determined by:

1. how you will tabulate and summarize the results, and

ot et

How you wiil tabulate and summarize results will be determined by whether you
have availahle a computer and other automated data handling equipment and by the
number of peop.c surveyed. To determine what information you wish to collect, you
should consider the total data requirement for the training development process. These
data requirements should be predetermined in the job analysis plan so that as much infor-
mation as possible can b2 obtained in a single questionnaire survey effort.

B

One note of caution abouti the design of your questionnaire is that you should keep
the questionnaire as short as practical. In general, the forms should be designed so they
can be completed in two hours or less. One way you can save time on a complex
task inventory is to list all tasks under their appropriate duty position title. This
will permit the soldier to rapidly scan groups of tasks noi performed and then pro-
ceed to the next duty position.

7 WHAT TYPE OF INSTRUCTIONS FOR COMPLETING AND
ADMINISTERING THE QUESTIONNAIRES SHOULD BE PREPARED?

After the formal field survey questionnaires have been written, the instructions for
completing and administering the questionnaires should be prepared. These instructions
should include:

¢ For the user — an introduction explaining the purpose and
importance of participating in the field survey.
— general instructions explaining how the guestionnaire
is to be completed.
e For the project officer - general instructions regarding responsibilities.

- (When questionnaire is — specific instructions for administering the ques-
not self-administered) tionnaite in a controlled environment.

For examples of these types of instructions, see Appendix B.




HOW IS A SURVEY SAMPLE SELECTED?

You are now ready to select organizations and individuals to provide you with the
needed job data. The complexity of the MOS, the availability and quality of published
sources of job information, and the number of people in the particular job will determine
how much and what kinds of information you need to collect. This will strongly
influence the make-up and size of your sample. If the complexity and amount of required
data are great, the number of organizations and individuals interviewed will increase. As
a general rule, your survey sample should be as large as possible. This is particularly true
if you do not have personnel available with the responsibility and authority to assure that
most of your questionnaires will be completed. You should make an attempt to obtain a
sample that represents the distribution of individuals in the MOS according to command
and skill level. Review of personnel records, either by personnel employees, members of
your job analysis team, or your field representatives who will conduct the survey will be
required to obtain data upon which to base choices for your survey.

® In selecting UNITS for sampling, you should select units that:

1. have at least a small number of job holders and supervisors who do the
particular job to be analyzed. Preferably, you should choose some units
that have a relatively small number of job holders, and some that have
large numbers.

2. are geographically and environmentally representative.
e In selecting INDIVIDUALS within the units, you should select a group made up
of individuals who:
1. perform and supervise the job being analyzed
2. perform with average satisfactory proficiency
3. are representative in terms of length of time on the job
4. are representative in terms of training.

For certain types of information you will also want to choose at least a few job holders or
supervisors who are acknowledged experts at the job.
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HOW 1S A QUESTIONNAIRE SURVEY CONDUCTED?

e Trial Run {Validation of Instruments)

Before sending out the total number of guestionnaires you intend using, you may
wish to send out a small number. This will permit you to check the initial results and
possibly make some changes in your questionnaires or instructions. Then you will send
out what you hope will be the total number of questicnnaires required.

e Group Administration

The ideal way to administer questionnaires is group administration. Where the
local responsible official and his assistants schedule the administration he should do
the following:

— Make certain that only eligible individuals are seated in the administration area
— Read the administrative instructions
— Provide any necessary assistance in completing the questionnaires

— Retwrn the completed questionnaires to the school

e Individual Administration

Often, particularly with individuals at remote stations, group administration is
impractical. In these cases, it is sometimes effective to send the questionnaires to a
responsible officer and request that they be returned by a reasonable suspense date.
Careful attention shouid be paid to the instructions for administration or self-
administration. If your command has no authority to require that a suspense date
be met, then you must either obtain the concurrence of a command with that
authority, or be willing to accept a reduced percentage return.

o Return of Questionnaires

How much confidence can you have in the validity of your questionnaire if you
get less than a 100 percent return? Less and less confidence can be expected with each
reduction in the percentage returned. What can you do if you are not satisfied with the
percentage of returns of the questionnaires? We suggest you try the following:

1) Send out more forms to different people and hope for better results.

2) Recontact some of the first sample and try to encourage them to return
the questionnaires.

3) Visit a random sample of those who 3id not respond and compare their
forced responses with the voluntary responses. Then you and your super-
visors will have to decide how much chance y2u are willing to take that
the data you have received presents a sufficiently accurate picture of the
job as it really exists.
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WHAT IS A PANEL OF EXPERTS?

With this method a group of personnel, selected for their experience and knowledge
of the job, is brought together to confer about the required job analysis data. Panels may
be made up of one or more of the following types of members:

1) Subject Matter Experts (SMEs)

These are personnel found at your school who are acknowledged experts
in the tasks, duty positions ox MOS you are analyzing. They may be
found among instructors or ISD personnel who hold the MOS. SMEs
may or may not have had recent field experience.

2) Job Incumbents

This group includes those who are presently holding the jobs/performing
the tasks/ you are interested in, or who have recently held the jobs. The
more recent the better. More than three years away from the field would
disqualify a potential panel member.

3) Job Supervisors
This group includes those who are presently or have recently (within the
past three years) supervised soldiers in the jobs/tasks you are interested in.

Job incumbents and job supervisors may be found on the post where your school is
located or at other locations. Check the TOEs and TOAs to find out where personnel
may be assigned. While personnel assigned to your post are most conveniently assembled,
they may not be completely representative of job incumbents/supervisors serving in other
locations. Also, they probably have been heavily burdened by school surveys, panels, etc.,
already due to their proximity to the school. Therefore, personnel from other locations
may have to be used.




WHEN IS A PANEL USED?

Panels of experts are a good alternate data source when:
— CODAP is not available
— time and funds are inadequate for conducting a field survey
— the type of information required can be reliably provided by a small group

WHEN ARE SUBJECT MATTER EXPERTS USED?

With this method, a group of highly experienced personnel is brought together to
record and organize the required job analysis data. This method is particularly useful in
collecting job data on new jobs or on managerial and supervisory jobs where many of
the most critical behaviors are not directly observable. Since the members of a panel of
SMEs are experts in the MOS being analyzed, their collective effort should be decisions
about the requirements of the job. In general, their greatest effectiveness is in evaluating
and making decisions about job data that have been collected from other sources by
other means.

WHEN ARE RECENT JOB INCUMBENTS AND/OR SUPERVISORS USED?

With this method, a group of job incumbents, job supervisors, or a combination of
these, is brought together to provide information about their jobs. The primary function
of this type of panel is to provide information about their jobs, not to make decisions.
Another name for this type of panel is Consensus Group.

HOW 1S A PANEL ASSEMBLED?

The panel is a relatively inexpensive and easy approach to collecting data. Three to
scven persons is the number recommended to make up the panel. Whenever possible, you
want panel members to be representative of different locations and types of units in the
field. While many experts may be available within your school it is critical that their
views be balanced by those of persons serving presently or recently in the field. If all of

the panel members come from schools, there may be a tendency for the outcome to reflect

what exists in training rather than what actually exists on the job.
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Appendix A
EXAMPLE OF A CLOSED FORM QUESTIONNAIRE




JOB INVENTORY AR
(DUTY-TASK LIST) $71X0822%0 Poge 7 of 4 Poges
1 Check tasks you periorm now (%
2. Add any tasks you do now which are not listed.
3 In the “Time Spent™ column, rate chacked (‘Y ) tasks on time spent in your present job.
Time Spent Scale 2
t - VERY MUCH BELOW AVERAGE 4 - ABOUT AVERAGE 7 - VERY MUCH ABOVE 3
2 BELOW AVERAGE 5 - SLIGHTLY ABOVE AVERAGE AVERAGE
3 - SLIGHTLY BELOW AVERAGE 6 - ABOVE AVERAGE .
) CHECK tF | TimE SPENT : 4
€ FITTING AND MAINTAINING LIFE RAFTS AND PRESERVERS ;.ROENSEEI':"T DOY':SGK;H:ISE
J08 PRESENT JOB
1. Clesn life pressrvers &2
] 2. Clesn life rafes Q
3. Condemn non-reparsbie life rafts or lits pressrvers “
4. Fitlife pressrvers L]
: 5. Inspect life preververs L ] E
i 6. Inepect lite raft sccsmoris 4
—7 inspect life refs - s
8. Inwect or weight test carbon dionide (CO2) cylinden or certridges ©® f
9. Meka entriss on or review Lite Presarver Dats torme (AFTO Form 488} 2 4
10. Maks entries On Or review Life Premrver inepection Deta Record fonms (AFTO Form 338 Ll i
; e essses e ;
I 11. Moke sntriss on or rview Life Ratt inspection Recard forms (AFTO Form 337) 52
12. Moke entriss 0n or review User Cortificstion Label forme (AFTO Form 27) 53 3
13. Pack lite pressrvers (]
14. Puck iite reft scoseeory containers 8
18. Pueck lite rafts L]
16. Portorm tuncrionsl wats of life preservers 87 ..
17. Perterm functions! sews of life refes = ]
19. Purtorm infletion wets of Iie pressrvens »
19. Purform mftation smts of e rafes [ ) p
20 Pertorm rmunor repeins 10 lite pressvvers seh m PEching ripe, teers, Of holes a
{Coninuey next page) 1
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; JOB INVENTORY arsc . :
3 (DUTY.TASK LIST) §21X0/22%0 Poe 8 of 4 Pum 4

1 Check tasks you perform now (( 3
2. Add anv tasks you do now which are not histed.

3. In the "Time Spent” column, rate checked (W ) tasks on time spent in your present job.

Time Spent Scale
1 - VERY MUCH BELOW AVERAGE 4 - ABOUT AVERAGE 7 - VERY MUCH ABOVE :
7 . BELOW AVERAGE 5 - SLIGHTLY ABOVE AVERAGE AVERAGE 3
3 - SLIGHTLY BELOW AVERAGE 6 - ABOVE AVERAGE :

CHECK IF | TIME SPENT
C. FITTING AND MAINTAINING LIFE RAFTS AND PRESERVERS (CONTINUED) DONE IN | DOING THESE
PRESENT TASKS (N

J08 PRESENT JOB

21. Retill COZ cylinders [ -3
22, Send lite rstt o8 oyt 10 other ies for tast, refill, or inmpection Q
23. Seors lite ratys or lite preservens 64

IF A TASK THAT YOU PERFORM (S NOT LISTED ANYWHERE IN THE ENTIRE LIST,
WRITE IT IN THE BLANK SPACES BELOW.
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Appendix B

ADMINISTRATIVE PROCEDURES
FOR
CLOSED FORM QUESTIONNAIRE

Introduction (for user of questionnaire)
General Instructions (for user of questionnaire)
General Instructions (for project officer)

> upN=

Specific instructions for Administering Questionnaire
{for project officer when questionnaire is administered
in a controlled environment.
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TO: USER OF QUESTIONNAIRE

INTRODUCTION

TO THE NONCOMMISSIONED OFFICER:

This questionnaire is part of a field survey designed to identify tasks for military
police training. Its specific purpose is to obtain from you, the Noncommissioned Officer,
information on task criticality and frequency of performance. Feedback gained from
this questionnaire will play a major part in redesigning the Noncommissioned Officer
Advanced Education System. The ultimate goal is to design training so that it reflects
what we have learned from you in the field. This goal is possible only with your full
cooperation. Consider each task listed in this questionnaire carefully and give your best
response. Your contribution is essential to a successful survey.
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TO: USER OF QUESTIONNAIRE

GENERAL INSTRUCTIONS

1. Complete this survey questionnaire within the time specified by your unit project
officer and retumn it to him upon completion.

2. Because instructions for completing each part of this survey questionnaire are
different, read all instructions carefully.

3. Part II requires that you supply biographical information. This information will be }
used to correlate feedback received from the field. Print all answers in the spaces
provided on the appropriate survey questionnaire page.

4. In the upper right corner of each page of Part [II, Task Inventory, of this survey
questionnaire is a BOOKLET NUMBER block. Immediately to the left of this
block is the individual booklet number. Print the individual booklet number in the
BOOKLET NUMBER block on each page of the Task Inventory as demonstrated in

the exampie.
EXAMPLE:
BOOKLET NUMBER
o 1 2 W 4 5 6 7 8
{000345) o 1+ 2 3 @ 5 6 7 8 9
o 1+ 2 3 4 @ 6 7 8 9

5. Part III, Task Inventory, is divided into nine (9) separate sections (Sections I-IX).
The content of these sections concerns tasks you may perform in your present duty
assignment. You are asked to rate each task in accordance with three criteria -
frequency of task performance, immediacy of task performance, and importance of
task to mission success.

Base all selections on your experience in your present duty assignment. -

a. Column A requires that you rate how often you perform each task on a scale
from one to four. The criterion for this rating is the frequency of task per-
formance. Those tasks performed most frequently will normally be rated four
while those tasks not performed at all will be rated one.
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b. Column B requires that you determine how soon you must be capable of per-
forming each task after reporting to your present duty assignment. The cri-
terion for this rating is the immediacy of task performance. Of the four
possible responses, select the one most nearly describing your requirements.
Select response number four for those tasks which you must be capable of
performing immediately upon reporting for duty. Select response number one
for those tasks which you never perform.

c. Column C requires that you describe, in your opinion, how important each
task is to mission success. The criterion for this rating is the importance of
the task to the accomplishment of the unit mission. Those tasks that, in

. your opinion, are most important to mission success will be rated four while

those tasks that you consider least important will be rated one.

6.  After selecting, enter your responses for each task, using either a pen or pencil, in
the answer portion adjacent to the appropriate task statement as demonstrated in
the example.

EXAMPLE: The task PREPARE CORRESPONDENCE, if rated as performed
FREQUENTLY in Column A, identified as must be capable of performing
IMMEDIATELY in Column B, and determined by you to be MOST
IMPORTANT in Column C, would be entered in the answer portion, as
shown below.

PREPARECORRESPONDENCE 1 2 3 4 1 2 3 4 1 2 G i

7. After each section of Part III, Task Inventory, is a Write-In Section. These write-in
sections are provided in order that you may comment on each task inventory section,
or list any task(s) you think should be included in the Task Inventory. These sections

also allow you to comment on those tasks that you find are the most difficult for
you to perform.
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TO: PROJECT OFFICER

GENERAL INSTRUCTIONS FOR PROJECT OFFICER

General. The Military Police School is currently involved in redesigning basic
military police training to produce military policemen better equipped to perform
when they reach the unit. The emphasis is toward training replacements in tasks
actually being performed in the field. The questionnaires in this packet are designed
to identify those tasks.

The care with which you, the project officer, administer the questionnaires will
determine the accuracy of field feedback and, consequently, the success or failure
of this project.

Survey Packet Contents.

a. Questionnaire

b.  Supervisor Questionnaire

c. Project Officer Instructions

d. Answer Sheets for Questionnaire

e. Pencils for use on answer sheets.

Responsibilities.

a. Unit Commander. The unit commander is requested to appoint a project officer
and to monitor administration of the survey.

b. Project Officer. The project officer is responsible for the control and handling
of questionnaires, for the administration of the questionnaires, and for returning
completed and unused questionnaires to the Military Police School.

¢. Questionnaire Administrator. The project officer may appoint someone to
administer the questionnaire, if necessary. Normally, however, it is recom-
mended that the project officer administer the questionnaire himself.

About the Questionnaires.

a. Questionnaire. This questionnaire is designed to identify tasks being performed
by military policemen in the field and the frequency with which each task
is performed.

b. Supervisor Questionnaire. The supervisor questionnaire is programmed to pro-
vide feedback on task criticality, probability of deficient performance, and the
frequency with which each task is performed.




Who Takes The Questionnaire. The project officer is responsible for selecting
individuals to take the questionnaires (respondents) within their units. Those
selected must meet the requirements listed below:
a. The questionnaire respondent must:
(1) Be in an M.P. duty assignment (actually performing M.P. duties)
(2) Have been on the job at least 90 days

b. The respondent to the Supervisor Questionnaire must:
(1) Command or supervise M.P. personnel

(2) Have been in a command or supervisory position in the unit for 90 days.
(Assign questionnaires proportionately among officers and NCO's.)

Questionnaire Administration.

a. Questionnaire. The questionnaire will be administered in a controlled environ-
ment. Persons participating in the survey will be allowed two hours to complete
the questionnaire and will turn the questionnaire and answer sheets in to the
questionnaire administrator prior to leaving the survey area. Individual question-
naires and their accompanying answer sheets will be kept together.

See attached item for the procedure to be followed in administering the
questionnaire.

b. Supervisor Questionnaire. Supervisors selected as respondents for this ques-
tionnaire will be aliowed to sign for the questionnaire and take it with them.
They will complete the questionnaire and return it to the project officer within
a time frame he specifies. This time frame must be compatible with the
suspense date to the Military Police School.

Questionnaire Handling. Questionnaires and answer sheets become FOR OFFICIAL
USE ONLY when completed. For ease of accounting, each questionnaire and its
accompanying answer sheets are numbered. All questionnaires must be returned to
the Military Police School whether they are used or not. Instructions for returning
the questionnaires to the Military Police School are contained in the basic letter.

If you have any probiems or questions, contact (NOTE: Give name or names,
address, and telephone number).
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TO: PROJECT OFFICER ADMINISTERING QUESTIONNAIRE IN A CONTROLLED
ENVIRONMENT

ADMINISTERING THE QUESTIONNAIRE

Preparation. A classroom or training room equipped with desks will provide the
most ideal site for administering the questionnaire. Questionnaires, answer sheets,

and two electrographic pencils should be issued to participants after everyone who
is to take the questionnaire has arrived. This ensures that everyone starts together.

a.

Instructions. The questionnaire administrator will present the following instructions.

“Is there anyone here who is not working in an M.P. duty position? Is there
anyone here who has not been assigned to their present duties at least 90 days?
If so, please leave at this time.”

“Will everyone at this time please read the first page in the questionnaire which
has been issued to you.”

(Note to the administrator: It must be emphasized that your enthusiasm for
this project or lack of it will be contagious. It is important that you demon-
strate a positive attitude to the participants. Allow time for the first page to
be read and underline the importance of the questionnaire with the following
statement.)

“I would like to stress the importance of this questionnaire. The Military
Police School wants to design training to fit the job in the field. You are
the only people who can tell them what they need to know. Please think
through each question and give your best answers.”

“Turn to Part I, Biographical Information, and answer questions 1-13.
When you have finished, lay your pencil on the desk so I will know when
to proceed to the next step.”

“Now read the instructions found in Part I1.”

(Note to the administrator: Allow reasonable time for everyone to finish before
moving to the next step.)

‘‘Are there any questions?”

*‘As you read in the instructions, there are nine answer sheets accompanying
your questionnaire. Take the answer sheets and number them one through
nine to correspond to the first nine sections in Part III of the questionnaire.
If you do not have nine answer sheets, raise your hand—I have extra ones.
Use a separate answer sheet for each section. Answer only the number of
questions listed in each and move to the next section and answer sheet. It
is not necessarv to write your name, rank, the date, or course at the top

of the answer sheet. Also, disregard the blocks marked score, grade, extra
points, and social security number.”




f. “Because of the size of this survey, these answer sheets will be read by
machine. You must use the special pencils provided so that the machine can
read the answers. When marking your answer, take care to fill the vertical
rectangle outlining the letter as shown by the example on page 4 of the
instructions. Also, please be sure not to make any stray marks on the
answer sheets. Finally, do not fold the answer sheets.”

g. “All answers must be based on your experience in this your present unit. Do

not call on experience in previous units. This means that if you do not per-
form a particular task in your present unit, you must mark ‘do not perform
this task’ on your answer sheet.”

h. “You may begin answering Part III. Remember Section ten, the written

section. When you finish answering all questions, insert your answer
sheets into the questionnaire and turn them in to me. You may leave
when you are finished. Are there any questions?”’

Conclusion. After everyone has taken the questionnaire, ensure that all ques-
tionnaires and answer sheets are accounted for. Collect the pencils provided so
that they may be returned to the Military Police School along with the question-
naires and answer sheets.




JOB AID FOR
DEVELOPING OBJECTIVES

ISD 11.1

Manual

This is the 5th in a series of ISD Job Aids for use in instructional design and
development. This volume is to be used as a supplement to the primary document,
“Job Aids: Descriptive Authoring Flowcharts ISD I1I.1 Develop Objectives.”” The
flowchart document will direct you to specific guidance, examples, and references pro-

vided in this volume. If you do not have the primary flowchart document, request
it from your supervisor,

The wording in this manual should not be construed to
discriminate between the sexes. In order to avoid a
repetitious use of the terminology, “he/she,” the terms,
“he,” “him,” and “"his,”’ as well as “‘men,” are intended
to include both the masculine and feminine gender. Any
exceptions to this usage will be so noted.
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What {8 the Job Aid for "Develop Objectives” all about?

e GOAL

— The purpose of this job aid is twofold. First, it will guide you in the actual
writing of correctly stated learning objectives. Second, it will explain the
mechanics of deriving learning objectives from Task Summary Sheets by means
of learning analysis.

NOTE THAT LEARNING ANALYSIS IS DIFFERENT FROM TASK ANALYSIS.

~— Performing a task and learning to perform a task are two different things.
Details of how a task is performed, from the first step to the last, have already
been carefully documented in the products of ISD [.3 (the Task Analysis Work-
Sheet and the Task Summary Sheet). In order to design instruction to train
soldiers to perforia the tasks on the job, it is necessary to translate TASKS into
TERMINAL LEARNING OBJECTIVES (TLOs) and task ELEMENTS, and certain
enabling SKILLS and KNOWLEDGES, into LEARNING OBJECTIVES (LOs).
All of these learning objectives (both TLOs and 1.Os) describe what a soldier
must be able to do during and at the completion of training.

— Thus the task analysis describes the task in its on-the-job performance sequence,
while the learning analysis descrihes the task in its complexity sequence. In
learning analysis, the most complex skill, the task itself is broken down into .
all its simpler skills until the entry level skills of the target population are
reached. (Entry level skills are skills which the trainees already possess and
therefore do not require training.)

— Later, in ISD 11.4, Sequence and Structure Objectives, the order in which the
learning objectives are most easily learned is determined.

E-4
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— Summary of the differences between these three steps.

: iSD Block | 1.3 Conduct Task Analysis 11.1 Develop Objectives I1.4 Sequence and Structure Objectives
Analysis
g Taskynf Performance Sequence Learni:znsi:::uence Learr?izr;gleztzence
; Based on:
, TLO 1.0 Lubricate fittings on car Complex | 1.0 Lubricate fittings on car
] ‘ LO 1.1 Assemble equipment
E : LO 1.; Use fittings chart . Group One Objectives
{ LO 1.3 {dentify fittings . 1701010 1.2
.E Lo 1.4 Locate fittings 13
, f L0 1.5 Clean fittings 14
: Lo 1.6 Operate fube gun . Ei
LO 1.7 Charge fittings ' Group Two Ohjectives
LO | 1.8 Wipe fittings y |16
Lo 1.9 Ciean lube gun Simple | 1.8
LO 1.10 Replace equipment 1.7
SHORTHAND PYRAMID 19
DERIVED BY LEARNING
ANALYSIS Group Three Objectives
1.1
1.10

o OBJECTIVES

1) Given a list of task statements, translate them into correctly stated terminal
learning objectives with their enabling learning objectives.

2} Given the appropriate worksheets, document for each task the enabling skills
and knowledges derived by learning analysis, and the learning objectives needed
to train the task.




e WORKSHEETS USED '

— Examples of worksheets used in this block can be found as follows:
1) Learning Objectives Documentaticn Sheet, shown on page E-7.

2) 3" x 5” Learning Pyramid cards, shown on page E-8.
The Shorthand Pyramid, which displays the learning analysis, may be
developed and shown on any large sheet of paper. We suggest using
newsprint, or butcher paper, about 2 feet x 3 feet. Each task element and
each enabling skill and knowledge is written in short form (action statement
only), on the 3 x 5" cards provided with this job aid and taped on the
large sheet of paper. In this way it can be changed if needed as the
pyramid develops. (If space permits, the cards can be arranged on a table
top or bulletin board. They are easier to work with when not taped down.)

o DESCRIPTIVE FLOWCHART

— The flowchart on pages E-79 and E-80 shows the steps in the use of the job
aid for developing objectives. The flowchart will be useful to you in getting
a clear picture of the overall process used in this job aid. A more completely
described flowchart is provided in Job Aids: Descriptive Authoring Flowcharts
ISD 11.1 Develop Objectives pages E-3 thru E-13.




] Example (Partially Completed)

ISD 111 Develop Objectives

LEARNING OBIECTIVES DOCUMENTATION SHEET

e (LOD Sheey

SECTION |

wne e s SFC Albert John son - 13078
o nand Na viga+ion Skills

SECTION 11 S
s 1 N 330-815-1008  Dastitvtion 4

TEHMINAL LEARNING OEJECTIVE

3 s s the trathee will hike from gone A 4o pont B .
oo, S dVen o mag, compass and }){thjwﬂg&},( - !
st et Gidhith 3 hoors 4
= SECTION 111 4

a "

e

A ‘10068 Given a map and o compass th unfamilier M [py,
Ovient map end 'A terram , +he +raiee will orieny the mep learnia )
compess n.ccardm: +o mg‘,nmc Nerin U
. . . . . J
s Al 100y When located 1 unfamilinr +erraim ,+ha M/ rvle
trainee will 3¢/t +ha Correct map for +h learnia
” ret ma § e
Interp o A +oerroan from a grove of S maps r oust
AL d[po' When located 1n vnfamiliae terrasn, ihe 'M/ ' : 3
Use ICJM‘ ALl trathee Will point out 5 ectued terravi clessiFy- 3
features which Correspoad +o +he mapaygmbels 19
L ALLL L ‘loog 'GI'VM « Beries of photes of actual Ferrarn AM/
Match su-bul{ Fo ALl Features, the Fraince will Sorsd fhea into discriom -
actva! forran §rovps vnder the .,,,r)/w-l'dt ayubcl "“-”"J
AL 100§  Gruen a meap, tha framiee will march *ha Nftcntr. A
Match a,uboh +o ALl mbols 4o he maw Jegend "17 draws Fyiing objens -
le,md [ Mu.hhd lines Fopm .JL::’MH 40 4t I Juut +edmesis 3
ALY .IDD’ 'Givu 12 edamplas of map Oymbdls, 3+ ate 'M/fdv\h" ]
Tdentisy symbels MALLL]  What He Symbals jadicate . Al |2 most be Fr1h ) Objaces K
tdensi Fied correcily. & SGmbals 4
ALLLLy ' i . - : :
IJ«».'AJ colors none
AL E
T dentiFy 8hapes  f1one
| . . . . - e 3
A 1609 Givea o compers 1n unfamilicr terrasy san.  Mlrule L
Use compass A2 tranee will desermine tha directions’ Nores, Iw-:-\J
KEast, Sovth ond Wast, from his locatiom FusIng

Sy ]
ERN B A T

L _ l S A3 '—no-lnh&J sKills and Knouledo-.,s not shown

)
B 1009 :Gqu a 40 lb backpeck, the frwinee will 77?/73;0-:.

i
Hike with pack g (hiKe non-6+49p from point A +o pami B within  mepe 3
1 ;‘; hours ‘3K-‘M 3
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E-8

White LP Card
(Example)

Task #

Instructional Setting

Learning Objective #

Group Letter

Sequence =__

Action Statement:

Yellow LP Card
{Example)

Task #,

Element/Enabling S&K #

Learning Category/Subcategory

Learning Objective #,

Group Letter

Sequence =

Actign Starement:

il s 0 ok <



Example:
SHORTHAND PYRAMID (Learning Analysis)

GET FROM POINT A TO POINT B

[ | 1

ORIENT MAP HIKE WiTH PACK
AND COMPASS

|
[ 1

INTERPRET
Map

1 I

USE COMPASS

[ 1 L |

1

USE GRID READ COMPASS SIGHT

USE LEGEND SYSTEM COMPASS

APPLY RULES
FOR USING
COMPASS

I

MATCH SYMBOLS
TO ACTUAL MATCH SYMBOLS

TERRAIN T0 LEGEND

READ COMPASS

ALIGN POINTS

VALUES FROM WITH SCALE

SCALE

1

I

IDENTIFY
SYMBOLS r

APPLY RULES
fOR OIRECTION
FOR REAOING

READ VALUES
WITH
INTERPOLATION

j

IDENTIFY |DENTIEY
COLORS SHAPES -
1 1
ci‘z%w;;:m ZERD IDENTIFY
MARKS REFERENCE BLUF POINTER
POINT

D

AVOID MAGNETIC
ATTRACTIONS

TO SYMPLIFY THIS
EXAMPLE THESE
ITEMS HAVE BEEN
OMITTED

£.9

A W | Tl AL 2, 4




from blocks 3 and 4

Task Summary
Sheets Available
?

No

Guidance for Qbtaining/
Preparing Task Summary
Sheets

I

[
to block 8

This question asks Do you have the Task Summary
Sheets Lur al the tasks for which you are developing
abjectves?

Task Summary Sheets are made ug tor each task
presented 0 the Soldies's Manual (SM) They ace
dwect transiations of the Task Analysis Worksheets
1Mo SM format

® Task Summary Sheets should be avarlable as
cutput trom 1S0 1 3 Co~duct Task Analysis. or
in the Soldier’s Manual

o 1f procedures for preparing Task Summary Sheets
were not complete, go 1o Jub Ards  Descriptive
Authoring Flowcharts, page B 1

® When Task Summary Sheets have been obiained.
return 1o Block 6.




from blocks 6 and 7

4 !
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to block 10
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: 10
4

“ Read Tosh Starement &
Termunal Leacmng
Qbjective tTLOY
Guidebnes

-

3 to block 11

from blocks 8 and 9

® b further explanah see beluw

® Guidehnes give gi expranstion ut thie tegtamishop briween the task slafemen g
1 terourat ledtnong oiyectives (TLO)

What (s the nelationship between a task statement
and ity terminal Learning objective (TLO)?

e Both task statements and TLOs consist of the same three parts:

Conditions Statement

Action Statement

Standards Statement

Description of the condition(s)
of performance—What is presented
to the soldier

Description of the action or
behavior—What the soldier is
expected to do

A statement of the output or
outcome of the perfaormance and
the standard(s) of performance

® The terminal learning objective may be identical to the task statement or it may
be a modified version, depending upon how practical it is to obtain on-the-job
performance in the training setting. The following discussion of the levels of
objectives will clarify this point.




e LEVELS OF OBJECTIVES: Objectives can be written at several different levels.
It’s important to understand what these levels are because they are the basis of
test and course devclopment. Understanding these levels can also help you judge
the adequacy of the objectives.

— Level 1 Objectives = Task Statements

Level 1 objectives tell what must be done on the job. These are the actual
task statements prepared by the job/task analyst in the Job Analysis phase,
ISD 1.1. Statements of the critical tasks, selected for training in ISD 1.2, are
the inputs to this job aid.

— Level 2 Objectives = Terminal Learning Objectives (TLOs)

Level 2 objectives are essentially Level 1 objectives which may be modified to
match the training resources and safety requirements. Level 2 objectives tell
what a soldier must be able to do at the end of training, not necessarily in

an operational environment (on-the-job). TLOs are outputs of this job aid.

— Level 3 Objectives = Learning Objectives (LOs)

Level 3 objectives refer to the enabling skills/knowledges for the whole task,
which are not directly useful by themselves. These are translated from the
task elements and certain skills/knowledges which must be learned in order to
perform the elements. Thus, Level 3 objectives tell what a soldier must do
and know (skills and knowledges) as a prerequisite for doing Level 2
objectivas, LOs are also outputs of this job aid.
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Thus, in many cases the TLO and the task statement will be identical because
the tasks themselves can be duplicated in the training environment. 1ln these
cases there is no need to write a new TLO, the task statement is the TLO

In other cases, only portions of the actual required behavior, conditions, and
standards from the job world can be represented in the school setting. Then the
behavior, and/or conditions and/or standards may require revision to make them
compatible with the training environment.

In still other cases, the terminal learning objectives (TLOs) will represent the
behavior accurately, but will not require the ultimate level of proficiency that
is required on the job. In many troubleshooting, maintenance, and repair tasks,
job conditions require speed and proficiency which cannot readily be achieved
in school. 1t is expected that these high levels of speed and proficiency will be
achieved on the job after initial school training.

Thus, when any portion of the task statement must be changed to meet the
requirements/limitations of the training situation, your aim is to provide practical,
high fidelity measurement alternatives, (TLOs which approximate the task as
nearly as possible).




from block 10

} Oblamn Furst Nest o The Leatning Objectves Jocumentation Sheet s used i this block 1y recnd

e e e

teatmng Objettives the tetnungl fearning ubgectve 111 0) dor a task
Cucumentabuil Sheet alf 1ash everments and engntig sa it 3t knowiedqes 1S&K) oetermened by

(0D Sneeny [ leaining analysis procesy .

4 it the leacning abjechives {1 0s) for the TLO N

T T T Iratning atequiies-subitatequires -

o Culumn E wil be Lompleted IS0 11 4 sequence and Slructure abjectives £

4 @ Fut guisance an ubtamng the LCD Sheet see below s
£

to block 12

Whene can 1 obtain a Learning Objective Documentation Sheet?

e LOD Sheets are available for duplication in the pocket 2t the back of this manual.

® To see an example of a partially completed LOD Sheet, refer to page E-7.




from block 11

" I
! Cumpfete Section [ ot * Section [inciudes the fotuw g dentitying -ntcemation
LUD Sheet Name: Gtfice Symbol E
Oate
Course
® Forenample see below
to block 13




What does the Learwning Objective Documentation Sheet
Look Like when Section 1 has been completed?

kil

EXAMPLE:

L I1SD I1 ! Develop Objectives

LEARNING OBJECTIVES DOCUMENTATION SHEET

WWOD Sheet!

e e

- SFC Albert Johnson 36/ 72
Land Alavigatian SKitty

SECTION 1




from block 12

DA G

Seiect Firsg. Near Task
Summary Sheet

Record Tash Numper &
instructivnal Setting
Shown on Task Summary
Sheet

{Section {1 J0 Sheet|

ST

to block 15

o Fforexample see pRlow.
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What does LOD Sheet Look Like when task number and
wstructional setting are reconded in Section 117

EXAMPLE:
ISD 111 Develop Objectives
LEARNING OBJECTIVES DOCUMENTATION SHEET
(LOD Sheet}
5[:”“ v SFC Albert Johnson co /30470

o Land Navigqatida SKille

SECTION It
1o i 330-525-7/008 TInstitution
wﬂ\ U ARNING OHRJEC TVE
Qs lstement

SECTION 11t

B by

;
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from block 14

1%

Accept’ Re wote Tash
Acnyn Statement for Use
i‘ 1 TLD Recorit an LOG

« For quidance m determining whether the fask action statement 1s acteptable as 2
TLO sction statement. see below  Manual alsy provides guidance for re-wrting
2CLua StBlemEnt When necessary

Sheer
1Section 11 LOD Sheet

S
to block 16
L'
I How do 1 decide whethen to accept on rewrite the task

action statement forn the TLO?

e Look only at the action statement of the task, (conditions and standards state-
ments will be considered separately). Is this an action which could be performed
In a training setting? If so, accept the action statement for the task as the action
statement for the TLO. If this action could not be performed as stated in the
training setting you must modily it. (This would be very unusual since most
actions could be performed in the training environment with modification of
only the conditions and standards).

e For example, you could accept this action statement: Load, reduce a stoppage,
unload, and clear an M60 machine gun.

You could not accept this one:
Shoot known enemy personnel.

This statement would have to be modified.
® If you decide to rewrite the action statement, study the [ollowing guidelines:

o The ACTION statement tells what the trainee does.

— Every objective (whether TLO or LO) should state precisely what the trainee
must do. The statement of performance must be clear enough for that per-

formance to be trained and tested. Examples of performances stated in objec-
tives are:

Chimb the telephone pole

.
® Disassemble an M-16 rifle
°
[ ]

v et iy e M

Stats conditions for which a touriguet should be applied

Camouflage the helmet

o Add two five-digit numbers.
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3

Lise an action verb

Note in the examples on the previous page that every statement of per-
formance includes an action verb, This verb usually is the key to the per-
formance. It tells what must be done. For example, in the statement of
performance, *‘State conditions for which a tourniquet should be applied,”
the action verb is “State.” You can test a soldier’s ability to state these
conditions. Suppose that the statement of performance had read, “Under-
stand the conditions for which a tourniquet should be applied.” Would you
know what to test? How would yon know when a student “Understands”
the conditions? By using an action verb the performance becomes both
measurable and observable.

Clanify main intent if necessary by using an indicator. Sometimes the

action verb is not the key to the performance to be trained and tested. It
may be only the indicator of the performance. Any time that you can't
pomt to the performance itself, the action verb should specify the appropri-
ate ndicator of that performance. For example, consider the statement of
performance *Add two five-digit numbers.” 1t is clear that the performance
called for is “adding.” But how do you know when someone successfully
adds two numbers? Obviously, an indicator must be supplied, since you can’t
observe the act of adding. So you would attach an indicator to the statement
of performance; i.e., “Add two fivedigit numbers and write the answer in
the space helow.” Note that although “write . . . is the observable action,
of performance calls for an action (has a main iutent) that 1s not directly
observable, an appropriate indicator must be added.

Select verbs which reflect the type of learning, i.e., Mental, Physical or Attitudinal

When the expected performance has been successfully analyzed into the proper
types of learning, you can indicate clearly what it is that the trainee is to do.
These indications require precise statements. Each action statement can contain
two verbs. The first may indicate the kind of objective that is being written

(see examples on the next page) and the second will indicate how the trainee will
perform the action indicated. The exception occurs when there can be no con-
fusion: **Sing the Star Spangled Banner.” But, “Describe the relationship
hetween .. could easily mean either orally or in writing. So, if there can be any
doubt about the intention, use a second verb to indicate what the trainee is to do.

E-21




Examples of Suitable Verbs for Each of the Three Types of Objectives

Mental Skill Physical Skill Attitude
State Execute Choose
Name Operate Volunteer
Recite Repair Aflow
Describe Adjust Recommend
List Manipulate Defend
Tell Handle Endorse
Write Manufacture Cooperate
Demonstrate Calibrate Accept
Discriminate Remave Decide to
Classity Replace Agree

Generate (a solution)
Apply (a rule)

Solve

Derive

Prove

Analyze

Evaluate

® More guidelines for writing action statements are given in block 40 of this job aid.
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What does the LOD Sheet Look Like when the TLO action

statement has been necorded?

EXAMPLE:
ISD 111 Develop Objectives
LEARNING OBJECTIVES DOCUMENTATION SHEET
LOD Sheet)

NameOttcr Symoot SFC ﬁlb"f \Toh nson
e band Mavigation SKills

-~ {1)30)28

SECTION #

twine B3O -5 284009 Lhnseitetron

Q TERMINAL | EARNING ORJFCTIVE

SECTION Wt '

T i

st




from block 15

A

Accept Re wnte Tash
Canditun Statement fu-
Use n TLO Record on
LOD Sheer

[Sectige 1, LOO Sheet

to block 17

» Fo) gordante 10 determining whether the task conditions stalement i scceptable
253 TLO cundiions statement, see below. Manual also provides guidance foc
re writing condihons statement when necessary

For example:

is available.

e e

TLO/Task Action:

Task Conditions:

How do 1 decide whethen to accept on rewnite the task
condition statement fon the TLO?

® Look at the TLO action statement you have just recorded. Could the conditions
stated for the task be duplicated in the training environment for the TLO action?

Load, reduce a stoppage, unload, and clear an M60

machine gun.

Given an assembled and cleared M60 machine gun, and any
amount of linked caliber 7.62mm ammunition, and a

requirement to expend all rounds in the belt.

TLO conditions may have to be modified in this case as follows:

Given an assembled and cleared M-60 machine gun, and any amount of
linked caliber 7.62mm dummy rounds ammunition, and a requirement to
expend all rounds in belt.

¢ If you decide to rewrite the conditions statement, study the following guidelines:

¢ The CONDITIONS statement tells all of the conditions and limitations which
affect the performance.

— This portion of the learning objective describes the important aspects of the per-
formance environment. What does the trainee have to work with? Can he
select his own tools? Are technicai orders or checklists available as a starting
point? The conditions portion of the learning ohjective should specify the objects,
events, words, or symbols which will be presented to the trainees. Consider
the instructional setting when determining conditions as they will indicate what

— A terminal learning objective (TL.O) or learning objective (LO) may require
more than one statement of condition in order to secure the desired action.
On the other hand, in some cases the condition may be implied, as in the case
of “Recite the Gettysburg Address,” the condition “from memory” may be
omitted since it is implied by the verb “recite.”




Samplie Statements of Conditions are Shown Below:

Sample Statement of Training Conditions

GOAL EXAMPLE

State the conditions imposed "*Given the diameter of a sphere and the appropriate
formula, compute the surface area of the sphere.

upon the trainee.

The trainee does not have to memorize or derive the
formula. He solves the problem using the formula

provided.
Do not overuse the word “given.” “Fieid-strip and assemble an M-16A1 rifle under
Use variations. canditions of total darkness.”

This implies that the trainee will be provided with the
rifle, and requires that he strip and assemble the weapon
in complete darkness.

Establish the working conditions. ""Using available library resources prepare a staff study
comparing the communications support contributions
made by five military leaders during the nineteenth

century.”

® More guidelines for writing conditions statements are given in block 42 of this
job aid.
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What does the LOD Sheet Look Like when the TLO conditions
statement has been neconded?

Example:
ISD 111 Develop Objectives
LEARNING OBIECTIVES DOCUMENTATION SHEET
1LOD Sheet)
« SFC Aloarr Johasen v 1130/ 78
- hand Navigation SKkills

rouc 330-575-1008 Institotion

TERRINAL (BARSING Hfy Tive

are e the trainee will hike from point A to peiat B
Q e gluen o map, compess and hiking pack )

Sraneards Statemens

SECTION
A W " i "
G
G Lot oy
Fremen 1 bt ng N o
o . [FIOTRA G e A Leeo o B Standarda . tategony
Do and Kevswdacey g
Sklh. and Keowdada A, ot Gty 0
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|
-
+ —




from block 16

I; Atcept ke wite Task o For guigance (n determming whether the lask standards statement 1 acceprabie
Standards Statement tor a2 TLO standards statement, see beiow. Manual also provides guidance 11

f Usen TLO Record on 1e-writing standards statement when necessary

! LD Sheet
1Section 1t LOD Shew'.

e

to block 18

How do T decide whether to accept on rewrnite the task
standands statement forn the TLO?

e Look at the TLO action and conditions statement you have just recorded. Are
the standards given for the task realistic and achievable for the TLO action and
conditions in the training environment?

For example:
TLO Action: Load, reduce a stoppage, unload, and clear an M60 machine gun.

TLO Conditions: Given an assembled and cleared M60 machine gun and any amount
of linked caliber 7.62mm dummy rounds ammunition, and a
requirement to expend all rounds in the belt.

Task Standards: Load and clear weapon within 5 seconds.

TLO standards may have to be modified so that they are achievable by the new
trainee. You may want to modify as follows:

TLO Standards: Load and clear weapon within 10 seconds,

o If you decide to rewrite the standards statement, study the following guidelines:




o The STANDARDS statement tells the standard (criterion) by which the perform-
ance is evaluated.

— The criteria for standards—completeness, accuracy and time are summarized
in the table below.

Criteria for Standards in Objectives

CRITERIA FOR

GOOD STANDARDS WHAT 1S SPECIFIED

The precise nature of the gutput.
Number of features that output must cantain.

Completeness Number of steps, points, pieces, etc., that must be
covered or produced.

Any guantitative statement that indicates acceptable
portion of total.

How close to correct the performance must be.
Accuracy Exact numbers reflecting tolerances.

Values ar dimensions that acceptable answers/performance
can assume. (These may be qualitative.)

How many days, hours, minutes, or seconds can be used.

— Check the standards statement to see that it includes quantitative terms when-
ever possible. Remember, however, that some standards are not directly
guantifiable, such as:

a. adjusting a carburetor until the engine runs at its smoothest point

b, making a patient feel comfortable (you could follow a procedure but not
succeed if you were hostile),

¢ More guidelines for writing standards statements are included in block 44 of
this job aid.
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What does the LOD Sheet Look Like when the TLO
standands statement has been necorded?

iq Example:
1 A

ISD 111 Develop Objectives
LEARNING OBJECTIVES DOCUMENTATION SHEEY

'LOD Sheet

Seacal

SECTION
v SFC Blbert Johnsen )3/ 78
. hand A{uu[&.h'aa SKills

SECTION v

. . 380-575-/00p Imnsritviron

- the +raeca will hiKe From Poias A to Pounv B
gives o map, Compess and hiking pacK
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from block 17

Obtain Matenals tur
i Constructing Leatning
Pyranuds

tisplay ot the task elements with then enadling skdls and knowledges. 1 the

® This bluck begins the learmng analyas pracess. Learning Analysis i o graphic
tormist ot @ “tean g pramid

® Materals include special 37 X 57 cards and 1arge shrets of papet dnd 1ape

® For guidant e un ubtarnng materats tor Lesraung Pyramids see briow

to block 19

What maternials are needed forn constructing the Learning
pyramids and where do 1 obtain them?

® You will need Learning Pyramid (LP) Cards, one white, and many yellow, and
a large work space.

o The learning analysis you are about to construct for each task element may
require a large amount of space. The task element itself and each enabling skill
and knowledge (for at least two levels of analysis) are recorded on the 3 x 5
yellow Learning Pyramid Cards available for duplication in the pocket at the
back of this manual. Obtain about 30 at a time. Obtain one white card for the
task action statement.

e You should have a large surface available on which to arrange the cards from the
task element at the top, down to the entry level prerequisite skills/knowledges
required to perform the element, at the bottom. A desk or table top, or large
buliletin board is ideal. However, since such space is not likely to be available
you can also use butcher paper or newsprint, approximately 2 feet by 3 feet.
The cards can be taped to the paper. In this way the paper, with the completed
learning pyramid, can be moved about or even stored away.

E.30
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from block 18

Recurd Approprate
1 informanon on Leatng
| Pyramd Cavds

—

to block 20

@ There are two kinds of Learaing Pyramid (LP) cards.
White 12185 on winch tesk numbes, maliuctipnal se1ung, learning dbyettive
numbes, and TLO action statement are recorded o this step
- Yellow catds on which only the task number s recurded o This siep

© For further intormation and guidance, see Manual, page £

Where do 1 obtain and how do 1 record information on

LP

Cands?
White Cards

~— Purpose

Only one white card i3 used per task as it represents the terminal learning
objective (TLO). When all the learning pyramids constructed for each element
are combined, in a later step, the white card is placed at the top.

— What to record in this step

1) Task number (shown on LOD Sheet)

2) Instructional Setting (shown on LOD Sheet)

3) Leaming Objective Number (last 4 digits of task number)
4) TLO Action Statement (shown on LOD Sheet)

Yellow Cards

~— Purpose

The yellow cards are used to actually build the pyramids. There is no way of
knowing how many you will need, but only 30 is suggested as a start.

— What to record in this step
For every yellow card you use, it is necessary to record:

1) Task number (shown on LOD Sheet and white LP card)

E-31
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What do the white and yellow LP cands Look Like?

White LP Card
{Example)

Task # 330—6’75.' ,009 Group Letter

1 Instructional Setting_&_“f’l“fﬂf"bﬂ Sequence =
3 Learning Objective = 100 ?

Action Statement:

hike from pom;PA 40 Pom'-r B

Yellow LP Card
{Example)

Tak £ 330- 87§ - 1008
Element/Enabling S&K #

Group Letter

Learning Category/Subcategory Sequence #

Learning Objective #

Action Statement:

E.32




trom block 19

20
| Eamens Fust Neat I o Tk o
bt

; sk Element un Task i
© Summaty Sheet .

oo dennne o ary e o gt

B ® o e st e Deiow i

Y

T
{

to block 21

What should 1 Look fon when examining an element

on the Task Swnmary Sheet? ]
e Read the element to see if it describes a unitary action (one action) or compound '
actions (more than one), You will find that many of the performance measures 1

on the Task Summary Sheets are written as compound elements. For example: {

Task Action Statement: *‘Install the M16A bounding antipersonnel mine
with and without tripwires.”

The first performance measure to this task consists of compound elements: ?
“Inspect and fuse the mine.”

This compound element must be rewritten and analyzed as two unitary elements.
You will construct a learning pyramid for each one.

T T T T
i Inspect the mine L‘Fuse the mine

—— —_—




from block 20

‘} Hecord Task tiement on
Learuug Pyrams (1 Py
Caret

® 0 quitante va secunte g Tash 6l et for Learnng Pyrannds sk below

to block 22

How 48 an element recorded for the Learning Pyramid?
e Write the action statement of only the task element on the yellow Learning
Pyramid (LP) Card and tape it on the top center of a large sheet, or arrange
it on a large surface.

For Example:

Task = 330-578 — J{216} 4 !

Element/Enabling S&K = Group Letter

Learning Category/Subcategory Seguence =

Learning Objective =

Action Statement: +

Orient Map and Compass ‘




trom block 21

® Thoik it theee feaiming La1€Gones and niite sabiatoger v

) Meqtat N Physicn
1ttty Obyects sid Sy mbuts 3 Gross Motor Se i
2 Recattung Intnrmaton 2 Responsiov Mot Shae
3 Discammnanag
4 Classtying 1 Athtudingl
b Rule Leasinng and Using 1 Attituge Learning
6 Decisran Making
to block 23 ® For lusthee ndormatin and guidance see belnw

How do 1 identify the Learning categories and sub-
categonies gon task elements?

® The chart on the next page shows the three learning categories: mental, physical
and attitudinal. Although the Job Aid for ISD {11.1, Specify Learning Events and
Activities, gives a complete explanation of learning categories/subcategories, and
how to identify them, at this point you should have u basic idea of what they are.
This will help you to write objectives which more accurately describe the desired
behavior. For instance, if the task calls for tuning an engine, you will need some
learning objectives which describe the various mental skills involved, and of course
some responsive motor skills. You may also want to teach the attitudinal skill

of appreciating the importaice of a well tuned engine. The reason for being aware
of these different categories/subcategories is to prevent you from writing an
obj.ctive like “state the steps in tuning an engine,”” as a TLO if you really want
the person to actually tune the engine. ‘“State the steps .. .” may be one of the
LOs involving the mental category of recalling information, but it does not match
the desired task performance.




E.36

LEARNING LEARNING DEFINITION SAMPLE
CATEGORY SUBCATEGORY OF SUBCATEGORY ACTION VERBS
identifying objects giving one unvarying response Identify
and symbols whenever a particular object/ Interpret
symbol is presented Read
recalling repeating memorized information List
information orally or in writing State
Recite
Define
dis.riminating when presented with items that Monitor
appear to be similar, identifying Distinguish
the differences between them Detect
Discriminate
MENTAL classifying when presented with items that ldentity
appear to he different, identifying Recognize
the features which they have in Classify
common
rule-learning stating when and how a principle Select
and using applies to a given situation Predict
Determine
Specify
Apply
decision-making specifying a course of action for use Choose
in a probiem situation Decide
Formulate
Select
Evaluate
gross motor moving all or parts of the body in Cut
skifl order to perfarm a set action Weld
Saw
Orilt
Splice
Draw
PHYSICAL responsive moving all or parts of the body in Track
motor skill response to continually changing Control
cues to action Steer
Guide
Regulate
attitude-learning exhibiting a pattern of behavior or Accept
ATTITUDINAL of response towards something Choose
Comply with




What does the LP Cand Look Like when the Learning
categony/subcategony has been recornded?

Example:

|

e After looking at the chart you may feel it is difficult to choose a specific category.
Often more than one type of learning is called for. Then you must select the
one that most closely matches the desired behavior.

@ Latvgnry Subicategory

Task = JBQ' S-?A-ff (008

Element Evabling S&K = _

Group Letter

[l_‘!zrt//& ICMM-“} J-g;ﬂa Sequence =

—

Lratreng Ohp ot

Act oo’ vt

Orien+ map énd COm/oa.S.S

e Note in the example that M stands for mental.
physical, and A for attitudinal.

You may wish to use P for




from block 22

2
J Oetermine Assumed Entry
| tevel Skits & Knowdedges

g ot Target Populatgn

—

to block 24

® The level of getait of the analysis s based un the assumed eniry level
tprerequisite} skilissknowledges of the soidie. s who will be receiving the
MsULELOR based on these vbjectives

o Forfurther intormanun and guidance, see hetow

How do 1 make assumptions about the entry skhills and
knowfedge 0§ the target population?

e Entry behavior includes the skills, information and attitudes that a soldier
possesses at the time he comes for instruction. Of course there wili be some
variation of entry behaviors but the task should be broken down to the point
where most prospective trainees have the prerequisite skills, knowledges and
attitudes.

® Make assumptions on information about the perso.ial qualifications of soldiers in
this MOS and skill level, as stated in the job description. Consider such things as:

— reading level
- aptitude requirements
— prior experience and training

— academic requirements

o These assumptions will assist you in judging how far down your learning analysis
should go. For example, skill level one tasks may require training for fundamental
actions that you would not include if you were doing a learning analysis for
skill level 3. i




1
g
from block 23
Perform Learning ® The Leartung Analysis, dispiayed by the Learning Pyramid. identifies the 4 i
Analysis on Task Element herarchy (1eom simple 10 compler) of shills and knowtedges sequired 1ur N
Using Yellow LF Catds to pecfurmance ol the task etemeny
Becurd Actuat Sratements © Fur further information and gurdance, see Manual, page £
L ——
I .
to block 25 é ]
’ 1
- Y
How do I penform Learning analysis on a task eLement?
® Think about what someone would have to be able to do or know before he could
accomplish this step. In other words, what are the enabling skills and knowledges?
Write the action statements only on Learning Pyramid (LP) Cards.
l
. H RIENT MAP
Example: Before he can do this — N aes
]
1 ]
He needs to know/do this —e |NT;:I;RET USE COMPASS
] 1
1
. :
3
1

E-39




e Analyze the enabling skills/knowledges required to perform the element down
through at least two subordinate levels, or even further if the entry level skills/
knowledges of the target population has not been reached. Record action state-
ments on the LP yellow cards (you do not need to record the learming category/

subcategory for the sub-elements).

[

1

SIGHT
COMPASS

APPLY RULES
FOR USING
COMPASS

EXAMPLE:
QRIENT MAP
AND COMPASS
INTERPRET
MAP USE COMPASS
USE GRID
USE LEGEND SYSTEM READ COMPASS
MATCH SYMBOL, MATCH YMBOLS
10 ACTLAL 10 LEGEND
TERRAIN
IDENTIFY
SYMBOLS
T
|
READ COMPASS
To continue:

RVEAAL%?:'::G;S ALIGN POINTS
SCALE WITH SCALE

AEAD VALUES APPLY RULES

WITH FOR DIRECTION

INTERPOLATION FOR READING

JOENTIFY IDENTIFY
GRADUATION 7ERO IDENTIFY
REFLAENCE BLUE POINTER
MARKS POINT

AVOID MAGNETIC |
ATTRACTIONS |

R | b

@ TO SYMPLIFY THIS
EXAMPLE THESE
{TEMS HAVE BEEN
oM D




from block 24

Learming

Analysis Pertormed

lor All Tash Etements
?

Cambing Pyramuds tor
Whale Task and Record
Letter/Number on Each
P Care

to block 27

Gow
Siock
2

@ The Learming Pyranuds tor each task element ace combined and numbered to

show the task as o whoie  Tts hetps determine how complele the learning

analysis 1s
® Far guidance, see below.

How do 1 combine the Learwning pyramids?

o You have been instructed to make separate pyramids for each task element. Now : ]
you want to show the task as a whole by lining up the pyramids side by side 3
under the TLO action statement (on white card).

EXAMPLE:

GET FROM POINT A TO POINT B

T

i

,- ORIENT MAP

AND COMPASS

HIKE WITH PACK

INTERPRET
MAP

USE COMPASS

o
—

USt LRID

SYSTEM

|
! USE LEGENU :
[
i

MATEL SYMBDL S

READ COMPASS

B

SIGH
COMPASS

APPLY RULES",

FOR USING

JL COMPASS

! 16 ACTUAL
L TCRRAIN

I

_T_,-,J_

MATCH SYMBOLS | -
10 LEGENS r
. READ COMPASS

VALUES FRUM

ALIGN POINTS

SCALE WiTh sCaLt

1

I0ENTIFY

SYMBOLS ’_'_[—_—

-
]

- | REAU VA(UES
i
i

i

NTERPOLATION
JOFNTIRY T
( N
-

VOENTIEY
{ COLONS ! SHAPLS _)
l___.______J L . IDENTIFY
GRADUATION
MARKS

L

1

APPLY RULES
FOR DFFLITION
FOu READINLG

L

IDENTIEY f
ZERY POTENT Y
REFERENCH J [ ot N
POINT ; .

. :L“T._

eS| AvoiD MaGKETC ]
ATTRACTIONS |
1
-~ r
* % ) T0SYMPLIFY THIS

EXAMPLE THESE
$TEMS HAVE BEEN
OMITTED

e [ere vou can see the complete task broken down into all of its elements and enabling
skills and knowledges to the point of vour target populatior s assumed entey level,
This will help you check your learning analysis for coteviaioness and aecuracy .

a4t




e Procedural Steps

1. Line up pyramids side by side under the TLO action statement. This may be
a little difficult depending on liow many levels of enabling skills and knowledges
there are. Just try to display the whole task as clearly as possible.

2. Now you can assign a number to each enabling skill and knowledge. The
letter/number combination in the example on the following page is suggested.
Each task element is assigned a letter A-B-C, etc. The sub-elements which make up
the element are specified by prefacing them with the letter of the element
followed by the appropriate decimal numbering.
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EXAMPLE:

TLO Action Statement ——— »

Element Action
Statements

Sub-element Action
Statements

_—_—

GET FAOM POSNT A TC POINT 6

1

URIENT MAP
AND CUMPASS

[

a [

INTEAPRET
MAP

USE COMPASS

PR .

HIKE WITH PALK

fa=s

A A7 1 A2l A2 I A2 1
APPLY RULES
SE LEGENG Jﬁi‘f:‘;‘” AEAD LOMPASS ‘j:;';'ss FOR USING
B COMPASS
At Al17
T SYA S
M“m’;é’:u‘”::“g MATCH SYMBOLS A212 AVOID MAGNE T
TERRAIN 10 LEGEND ATTRALTIONS
IR ) S S REAL [ OMPASS
N T
T ||
SLALL v
IDENTIEY azi | a7 ]
SYMBOLS @ 10 SYMPLIFY THIS
READ VALUES APPLY AULES EXAMPLE THESE
wirh TSR DIRECTION 1EMS HAVE BEEN
s [T —l—” T2 INTERPOLATION FOR HEADING SMITTED

DENTIRY
COLORS

HOENTIFY
SHAPES

A1
1DENTIFY
c;%ﬁ:{::ﬂu 26RO IDENTIFY
T ARKS REFERENCE BLUE POINTER
POINT

:
!

L PR A R




What does the LP Cand Look Like when the element/

enabling sk\LL and knowfedge Letten/numbern L5 recorded?
EXAMPLE:

}
Tk % 330 -525-1008 |
‘ Element/Enabling S&K = A ﬁ

Group Letter
——

Learning Category/Suhcategory M[z‘u/l- lg&ﬁ:&_’! USM’ Sequence &

Learning Objective =

Action Statement:

Ortent piap and compass




s . . » N . » .
from block 26
t

B |
r
U Hawe Angther SME Lo Otk Tyttt sk et e e Wt Rgpal oty gihiiiens dglenang
{ S penvus Qe Farqes Qoo
i Lears s Pyramigy e

Comiph evest 2t

ALl

{ - [ :

[ to block 28

? :

,
.
.-
. g
s
K
{ E
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from plock 27

Revise Leartung Pyrannds
as Necessary

[ { — : -<

3 to btock 29 i

AN M e i D A MR




from block 28

.

Examine First/Next
Leastning Pyraimig

® This biuch begins the process of dotumenting the leatning analysis un o
permanent record

N L
! l

by

L to block 30

;

[
§
7

e e EeC ot

k4
5
%




from block 29

0 |

Record Task Element @ The acton statement at the tp ot the pyranid s recorded
Action Statement Wrh
Number

iSection 111 (A},

L0 Sheet|

-

to block 31

—

o Fuiexample, see below.

What does the LOD Sheet Look Like when an element
action statement has been reconded?

EXAMPLE:
1SD I1.1 Develop Objectives
LEARNING OBJECTIVES DOCUMENTATION SHEET
(LOD Sheet!
SECTION |
v SFC Albery Johnson s /30 /18
oo Land Navigation Skills
SECTION 1!
v 330-815-1008  Instkitutron
FERRANGG NI e T
oo fhe Fratnee will hike from 'pom'f- A to point B
v glven a map, compess and /.'/A’M/ peek B
© withis 3 hovrs
—
SECFION 11T

b

A
Oriens map and
compass

—~— o

a— me—




from block 30
31

Record Learning
Caregory
{Saction 14 (D),
LO0 Sheet!

® The learing category tor each 1ask element 15 shown on the Learning Pyramid
for each efement

o For example, see below

|
?

to block 32

4
What does the LOD Sheet Look Like when the Learning
categony and subcategory fon an element has been
reconded?
EXAMPLE:
ISD 111 Develop Objectives
LEARNING OBIECTIVES DOCUMENTATION SHEET
1LOD Sheet!
v 51 SEC. Albers Tohnson v y30/20
<o Land Mavigation SKills
Y 330-575- 1008
. v‘-~-~~«--iib’;.f¢yhc; will hike from porré A to pon+ B - -
e e 3&9,& mag, compass end /IiKl"lJ prex - o
s e idhan 3 hours )
A ) o 7
Somtener ot

T

E.49
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from block 31

2 |

Record ALL Enabling @ Task elements are copied i order thatss A
S&K Shown Under Tasx Al
Etement in Learaing AN
Pyramid {Section 11 tA) A1
10D Sheet! ]
,,,,, [ — B1
et
o For evample, see betow

to block 33

What does the LOD Sheet Look Like when all enabling -
shills and knowledge forn an element have been recornded?

EXAMPLE: ISD 111 Develop Objectives
LEARNING QBIECTIVES DOCUMENTATION SHEET
ILOD Sheet)
Nl" sewr SFC Alber+ Johnsen o H)36) 78

o fand Maviga tren Siils

SECTION 11
w . 330-575-[00g  Ins+itution
TERMINAL CEARNING OJET TivE
A vw s dhe tramee will hiKe from Po/nb- A +¢e paat 1
Gt et gIVen & Map, COMPAFT and h.'k,.a, PaeK

C withi 3 hevrs

SECTION t11

Frorvwe o e e
ol T I . [

A

Oriens map aad
“”‘P‘ 33

A.l

Irserpres map

ALl
vse Ic\’ul -

s At

Maitch sqymbols +»
ectual ;c.rram

AL ' ' ' .
Masch ,v:—bh‘l e
cho.ml

- ALLLd
Tdantify Sgnb"i

Aty
Ldensrfy €5lors

Ar el
Ldensify shapes

E.50
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from block 32

3

® This question esks. Nave all slements with their
asteciwied skills and knowdedges been recorded n
Section HI A on the LOD Sheer?

Have Al

tearning Pyramids

Been Examined
)

e N v e ——

Examine Fust/Nexi Task ® Thu ilock bging Ihe process of determining which Lask slgments and enabling

Element or Enabling S&K shilly a0 kotowiedges need 1o hie trar od > e faquite a learning objective 10 be A

[Secvon D1 14) w Aten v

LD Sheet| i

to block 35 !

4 §
4 .

o AREBE i o b

TR - G SO A S S G




from block 34 =

Determine it Learning ® An objective does not need 1o be witten tor every task elament or snabling
Objective (LO) Should knowledge and skill of a task.

be Wintren ® For further explanation, see below.

to block 36

How do 1 detenmine if an objective should be wiitten?

e In order to do a complete learning analysis it is necessary to show all elements and
enabling skills/knowledges on the learning pyramid. However it is not necessary
to write an objective for each of these.

e Write a learning objective for an element or its enabling skills and knowledges when:

1) It isa CRITICAL ELEMENT, or SKILL/KNOWLEDGE belonging to a
critical element. Critical elements were identified in ISD Block 1.3, Task
Analysis, as those task elements which have one or more of the following
characteristics:

a) They are one of the most measurable and observable elements of the task.
b) They have serious consequences of inadequate performance. ! A
¢) They are common sources of failure.

These critical elements were marked with an asterisk on the Task Summary
Sheets.

2) It is an action which the soldiers of the target population do not already
know how to do and must therefore be taught.

3) An objective has not already been written® for this element or enabling - }
skill/knowledge. You will often find several enabling skills/knowledges which L]
are common to more than one element. For example: in the task ‘“tune a } 3
V-8 engine” it is necessary to use a feeler gauge to:
a) set point gap
b) set spark plug gap }
c¢) adjust values ‘

In the learning analysis it is necessary to record the use of the feeler gauge
for several rlements. However, it is only necessary to write one learning
objective. This becomes a COMMON ELEMENT OBJECTIVE.

E.52




EXAMPLE:

LO #1 Set point gap LO #2 Set spark plug gap LO #3 Adjust valves
LO#11 — — — — LO#21 — — — — LO#31 — — — —

LO #111 — — — ~— Lo #211 — — — — LO#3.11 — — — —

LO #1.1.2 Use feeler gauge (Use feeler gauge) (Use feeler gauge)

Only one objective is written for use of feeler gauge in this task. When objectives
are grouped and sequenced in ISD Block II.4, Sequence and Structure Objectives,
many objectives will be common to a group of tasks. At that time more objectives
will be identified as common element and grouped together so that they are only
taught once.




from block 35

Does This
Task Elsment or
Enabling S&K Require
an,l.lJ

® Record "None” [Section @ For examples of LOD Sheet and Learning
10 {B), LOD Sheet) and Pyramid Cards when this information has
[P Card] been recorded, see below.

@ Place Card in Separate
Stack

to block 38

What does the LOD Sheet Look Like when no requirement
fon a Learning objective 48 indicated? What does the

LP Cand Look Like?
EXAMPLES:

Match symbols +o
actval Ferrain :

s A & i
Match 'unbtll +e .

leqend
| tegerd T .

LOD Sheet « Ateg

Tdeasify Symools

TALLLL L -
Tdenti £y “olors @

o ALLLL2
Tdertsfy Shapes

F——

lnone
|
|

Element/Enabling S&K : _A. L /L1 / 4 Graup Letter

Learning Category/Subcategory Sequence #

) — e
LP Card ‘ Learning Objective #_N ON ﬁ

Action Statement:

What do 1 do with the LP Cards which do not require a
Learning objective to be wiitten?

® Place these cards in a separate stack from those which do require an objective.

; PR
& " o SR
>




e

from block 36

x|

Assign and Record a ® L0 number is a tombination of the last four
Number [Section 111 {B), digits af the task aumber and the letter/number
LOD Sheet| combination assigned to each task efement or enabling
[LP Card) skill and knowledge n Section (1 (A}
» For examples of LOD Sheet and Learning Pyramid

cards when an LO number has been assigned, see
below.

to block 39

What does the LP Cand Look Like when Learning

the LOD Sheet Look Like?
EXAMPLES:

obfective numbers have been assigned? What does

Tk #. 330-8575 - /1008

Learning Category/Subcategory Sequence #

( Learning Objective # /00&‘ 14. [/ lL{ 2

Action Statement:

Element/Enabling S&K # A . /. I. ’ [ Group Letter

SECTION It
A

E:pemwnt: Enabiling

Sulls mat Kewterdes Learmng Db cove tAapon Comtrnme B STaratan |

.zn“o'f’“ map
- ALt o
Use I¢Ju4

- ALL)
Matr symbsls +o
actval “n

A2
Match 3ymbols
leqend
TR
Tdansfy symbels

i b iR -

3
B

G A -3 it 0 il i T AR




from biock 38

Oetermne/Record
Learrng Category for
Enabling S&K [ Section
01 {D). LOD Sheet}
|LP Cara!

® The learning categary of each lask element taken
from the Task Summary Sheet was determined in
Black 22 1t 15 now necesaty (0 identity the
learning category of each enabling shill and knowledge
which tequrres an objective to be wiilten so that the
prupes action word can be selected

® For review of learnmg category infgrmation, see
betow

to block 40

How do 1 determine and record the Learning categeny fon
each enabling skill and knowledge?

e The chart on the following page shows the three main learning categories and their
subcategories.

e Look at the action word used in the action statement. Try to determine what
type of learning is required for this element. Often, more than one type of

learning is called for. Then you must select the one which is most obvious.

e More information on identifying learning categories is given in Manual ISD III.1,
Specify Learning Events/Activities, or you may refer to page E-35 in this manual.
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LEARNING LEARNING DEFINITION SAMPLE
CATEGORY SUBCATEGORY OF SUBCATEGORY ACTION VERBS
identifying objects giving one unvarying response |dentify
and symbols whenever a particular object/ interpret
symbol is presented Read
recalling repeating memarized information List
information orally or in writing State
Recite
Define
discriminating when presented with items that Monitor
appear to be similar, identitying Distinguish
the differences between them Detect
Discriminate
MENTAL classifying when presented with items that |dentify
appear to be different, identifying Recognize
the features which they have in Classify
common
rule-learning stating when and how a principle Select
and using applies to a given situation Predict
Determine
Specify
Apply
decision-making specifying a course of action for use Choose
in a problem situation Decide
Formulate
Select
Evaluate
gross motor moving all or parts of the body in Cut
skill order to perform a set action Weid
Saw
Drill
Splice
Draw
PHYSICAL responsive moving all or parts of the body in Track
maotor skitl response to continually changing Control
cues to action Steer
Guide
Regulate
attitude-learning exhibiting a pattern of behavior or Accept
ATTITUDINAL of response towards something Choose
Comply with

i R e e Sk S 2

%
s
E

é
4
o
b1
o
y!
S
5

E.57
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What do the LOD Sheet and LP Cards Look Like when
the Learning category and subcategory are recorded?

EXAMPLES
LOD Sheet - - ! 1oos
- map and A
3
- - ooy
prey map A
o Y
'y end A
%ut
, Sn"»'bh!: ) AL
{ 4orram i
A ety o
s 39:-5.11 4 Aua
7 oo -7
+fy ,3,.“}, }A.I.I.I.l
Task #}30' §75 - /00f
LP Card Etement/Enabling S&K # A.LLLY Group Letter
16lentt Ly
Learning Category/Subcategory ob e Sequence #

Learning Objective # 00¥¢- A.111.]

Action Statement:

IJ'—"‘I"'fW St s Lal-

E-58




from block 39

® This questuon asks  Have ali task elesnents anit
enabhing skills and knowledges been exammerd
dereimine if they tequire 3 tearning abyective”

Have Al

Task Elements and

Enabling S&K Been

Examumed
3

41
Examune §est/Next Task ® This tiock begins the process ot winting adequate learrang objectives ngeded to
Element or Enabling S&K accomphsh the terminat tearning objective. First draft L0s can be wrrtten un
That Requires an LO to practice paper, then transteered tu the LOD Sheetin a farer step

te Prepared |Secnion 11t
(Al (8], LOD Sheet]

I

to block 42

MG it e RN

e




from block 41

Write an L0 Actron ﬁ

Statement tor Task
Esement ot Enabling SEK

o Fouguidance o how to write an adequete LO act:on stetement, see below.

to block 43

How do T wiite an LO action statement?

e General guidelines for writing action statements for the terminal learning objective
were given on pages E-20, E-21 and E-2Z. They are reviewed and expanded heve.
You will notice that the same rules apply to writing both TLOs and LOs.

1) Use ACTION verbs

Write a statement that tells what the trainee does, using ACTION verbs that
are:

OBSERVABLE - You can see the performance
MEASURABLE - You can check the performance for correctness

RELIABLE - Everyone would interpret the action called for in
the same way.

2) Describe UNITARY actions

Write a statement that describes a UNITARY action. ““Load and unload weapon™
may be the task statement given in the Soldier’s Manuai, but when writing
learning objectives it should be made into two unitary LOs: (a) “Load
weapon’ and (b) “Unload weapon.” (Having unitary ohjectives sinplifies

the job of the test item writer since one test item should not cover two
actions).




e S o P ey

3)

CLARIFY main intent if necessary

Write a statement in which the main intent is CLEAR and operationally
defined.

Here are some examples of performance statements in which the main
intent is a clearly specified, directly observable performance.

— “Cross a wire obstacle . . .” The performance called for is crossing a
wire obstacle and that is the main intent. Crossing the wire can be
directly observed.

— “Unlock the security container . ..” Unlocking is directly observable,
and the objective’s main intent is that a person be able to unlock the
container.

— Here is an example of a performance statement in which the main intent
is clear but the performance called for is an INDICATOR.

— “Circle the picture of the proper shears to use for cutting a curved line
in sheet metal . . .””

Circling the picture is the performance called for, but certainly not the main
intent of the objective. The main intent is clear, though—knowing which type
of shears to use for the task. If the objective wanted the individual to know
which type of shears to use and how to use them, it might have been stated
as follows:

— “Given five different types of shears, select the proper shears and cut a
curved line in the piece of sheet metal.”” In this case the main intent of
the performance is cutting a curved line with the appropriate shears;
there is no indicator.
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The following are examples of action statements in which the main intent is unclear
and no indicator is provided:

-~ “Be aware of techniques for setting up a drop zone . ..”

“Being aware” of something is vague and ambiguous. How could a trainee show
that he is ‘“aware”? What action is called for? Does the objective want the person to
be able to set up a drop zone, or supervise setting up, or teach how to set up a drop |
zone? You can’t tell from the performance statement because the main intent is unclear. !
Also note that there is no indicator provided which would tell you how to measure
“being aware.” |

— “Demonstrate an understanding of the differences between treating a simple
fracture and a compound fracture . . .”

As in the preceding example, the main intent is unciear; you don’t really know the
purpose of the objective. Are you supposed to find out if an individ1al can treat both
types of fracture, or are you supposed to see if a person tries to treat a compound
fracture like a simple one? You can’t tell. Also there is no indicator to help you figure
out how you are supposed to measure the ‘“‘demonstration of an understanding.” So
you really don’t have any idea of what performance is called for, though at first

glance the statement may have appeared to actually state a performance.

Finally, let’s look at some examples of performance statements with clear |
indicators but with unclear main intents.

Consider this example: !

— ‘“Place a check mark beside the part numbers of the parts needed to replace i
the brush assemblies on the 45 KW generator . . .”

Note that the indicator is perfectly clear but that the main intent is not readily
apparent. The main intent could include any of the following:

® Be able to select the correct parts for replacing generator brushes.
¢ Be able to correctly read and interpret a list of part numbers.

® Be able to fill out a request for replacement parts.
.

Be able to sort parts needed for one repair task from parts needed for
another repair task.

So you really don’t know what the indicator is supposed to indicate.
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Now look at this example:

—~— “Demonstrate an understanding of good briefing skills by listing the three
main parts of a briefing . . .”

Here the indicator is clear; it calls for an observable act—listing. And it might sound
like the main intent is clear. But is it really? Does “listing the three main parts of
a briefing” demonstrate an understanding of good briefing skills? Listing the main
parts of a briefing only indicates an individual’s knowledge of such parts, not his
ability to conduct a successful briefing nor even to recognize whether a particular
briefing is organized in three parts. Although the main intent is stated, it is not
clear. In any case, the indicator doesn’t even seem to be in the same ballpark.

The point is that you don’t really know what the main intent is, and the indicator

is the performance that the person who wrote the objective wants measured and the

main intent was just poorly stated. Or perhaps the indicator is poor and the main
intent should be clarified and supported by a different indicator.

— When the main intent of your objective is unclear, you must revise it.

E.63

QRS L U A TS Y

e e e i S 6 e

i e, b
e i, Nt - M 35 I

- e e i dhand 3=



s oi e o

4)

Use SIMPLE, DIRECT, known performance indicators

If you must use a performance indicator, check to see that it is SIMPLE,
DIRECT, and SOMETHING THE TRAINEE ALREADY KNOWS HOW
TO DO.

If the main intent of the objective is clear, you must next ask whether

it is overt or covert. An overt main intent is one which is observable and
measurable. In the preceding section, the examples of “‘cross a wire obstacle”
and ‘“‘unlock the security container’” were overt main intents. Overt main
intents do not require indicators: They already tzll you what performance

is called for and how to measure it.

Covert main intents require indicators since the performances they require
are not directly observable. A covert main intent tells you the unobservable
performance which the objective is about, while its indicator tells you how
to measure whether or not an individual can perform it.

If your objective’s main intent is measured tirough an indicator, you should
make sure that the indicator is appropriate. A good indicator is:

— Simple. That is, it is as uncomplicated as possible. You don’t want the
main intent obscured by an unnecessarily complicated indicator.

— Direct. Indicators are used when the performance called for by the main
intent of the performance statement is either not directly observable or not
practical in the testing situation. But the indicator should be as straight-
forward as possible. It should allow you to determine whether or not
the main intent has been satisfied without your having to go through chains
of inference.

— Part of the trainees’ normal repertoire of behavior. The trainee should be
able to perform the indicator behavior: The indicator behavior itself is
not what you want to train or test. You only use it as a measure of the
main intent. So it is important that the indicator is simpler than the main
intent and that the trainee can do it. If the indicator were not a part of
the trainee’s normal repertoire, you would be measuring two things—
performance on the indicator and performance on the main intent.




W— T —

Let’s analyze some examples of indicators to see if they are as simple and
direct as possible, and part of the normal repertoire. Here’s the first example:

— “Show that you can recognize the major bones of the human skeletal
system by drawing a picture of each bone beside the names of the bones
provided on a mimeographed handout.”

Okay, recognizing bones is the main intent, while drawing pictures of bones
is how vou indicate recognition. Drawing pictures of bones is a direct indi-
cator in this case, since if a person can draw the correct picture next to the
name of a bone, you know he can recognize the bone—you don’t have to
make any inferences. But drawing a picture is not the most simple indicator.
Worse yet, drawing a bone well enough so that an examiner could identify it
is not a part of the trainees’ normal repertoire unless the trainees happen to
be skilled illustrators. Thus, a person could fail to satisfy the objective
because he can’t draw well, not because he can’t recognize the bone.

P P PV VE W U Y

In fact, the indicator is a poor one for another reason: The main intent is

to recognize bones but the indicator requires the person to recall what it
looks like, then draw it.

A better indicator for this main intent would be *. . . by writing the name

of the bone next to the picture of the bone” or, better yet, ‘“. . . by choosing

the correct name from the list provided and writing it next to the picture of
-~ the bone.”” (Tke pictures of the bones are provided on a mimeographed

handout.)

i
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Now consider this example:

— “Be able to recognize properly filled-out and improperly completed orders.
Show your ability to do this by writing examples of each.”

The indicator is *‘by writing examples of each.” This indicator appears to

be neither simple nor direct. The performance called for is a complex one—
writing orders—and you would have to infer that an individual could recognize
properly and improperly filled out orders based on his ability to write
examples of each. In addition, the indicator behavior required appears to be
more difficult than the behavior that the main intent is concerned with—the
ability to discriminate between properly filled out orders and thosc which have !

not been properly completed. Thus, the indicator is less likely to be a part
of the individual’s repertoire than the main intent; this is exactly the opposite
of the way things should be.

B A better indicator would be *. . . sort examples of orders into two

; piles—those that are properly filled out and those that aren’t.” In this case,
all the individual has to do is sort documents—a simple and direct indicator
of ability to recognize proper and improper orders. This indicator would
also be well within 'ne normal behavioral repertoires of most trainees.

In summary, if the main intent of an objective is covert—not directly meas-

urable for whatever reason—you should check to be sure that an appropriate

indicator is included. Such an indicator will be as simple and direct a measure -
of the main intent as possible, and will require a behavior which the traince

is able to perform easily.
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Select VERBS that reflect the learning category

Now that the learning category has been determined you can select an action
verb that is appropriate to the level of learning.

— For example, if the task is to prepare subordinate’s efficiency reports,
then the mental subcategory of decision-making is the action to be learned.
You could write the action statement using two verbs, one for the main
intent, which identifies the learning sub-category and one for the indicator
of the performance. Thus, you might write a statement like: Evaluate
subordinates’ performance and write results in the efficiency report. Here
the action to be learned is evaluate, the indicator is write.

When the action word is related to the learning category it gives everyone,

the trainee, the instructors, the course developer, and the test item writer,
an exact description of the level and type of learning required.

E-67
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from block 42

43

Wirste an LO Conduions
Statement tor Tagk
Element or £navling S&K

to block 44

® For guidance gn how Lo wte an adequite conditiuns statement see telow.

How do T wiite an LO condition statement?

e General guidelines for writing conditions statements for the TLO were given on
pages E-24 and E-25. They are reviewed and expanded here, as the same

rules apply to TLOs and LOs alike.

1) Include in the conditions statement all environmental conditions, inputs and

limitations do not affect performance.

a) environmental conditions may include:

location, indoors or out
weather, cold, jungle, under water etc.
time, daylight or blackout

b) inputs may include whatever the trainee has to work with:

job aids, checklists

equipment

technical references

special tools

¢) limitations may include:

special instructions

problem situations or contingencies

2) State the conditions in precise, operational terms. After writing the condi-
tions statement ask yourself, “Does it really tell me all I need to know to
establish proper conditions, or would someone else have to fill in the details?
For instance: (see next page)




if The Condition Or Standard
Is Intended To State:

® Given a 45 KW generator with
a broken shaft bearing . . .

® .. under ordinary field con-
ditions in daylignt

® ... using a3 muitimeter and
signa! generator only

® ... without getting glue on
] the movable surfaces

Then This is An Improperly
Specified Statement:

® Given a malfunctioning
generator . . .

® .. under ordinary
conditions

® ... using appropriate
test equipment

® .. taking proper
precautions

Note that appropriate conditions are often related to the level of the objective. For
example, a Level One Objective, (which is the same as the on-the-job task performance)
may be to repair any malfunctioning generator. In this case “given a malfunctioning
generator” is an appropriate statement of conditions. However, if the objective is

a Level Two (TLO) or Level Three (LO), it may be more specific, such as ‘‘given

a 45KW generator with a broken shaft bearing. In this case, any malfunctioning

operational terms.

-

generator may not conform to the requirement of being precise and specified in

3) Note that when the conditions are clearly implied they need not be stated.
For example, when most tasks are performed in daylight conditions it is not
necessary to state ““in daylight.”” Record only those conditions which clearly
affect how the task is performed.




from block 43

Wrete an L0 Standards @ For guidance us Mow 1a wite an adeguate standards <tatement see below
Statement tos Tash

Flement or knanling S&K

to block 45

How do 1 wiite an LO standands statement?

E.70

General guidelines for writing standards statements for the TLO were given on
pages E-27 and E-28. They are reviewed and expanded here, as the same rules
apply to TLOs and LOs alike.

1) Include in the standards statement whatever measures of adequate perform-
ance apply to the task. There are three general types of measures:
guantitative, qualitative, and time. On the following page are listed more
specific types and examples of standards.
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DESCRIBE STANDARDS
BY

EXAMPLE

Referring to a Standard
Operating Procedure

"Given the situational requirements for an instrument
approach, and the tocal airfield regulatians, gerform the
procedure the pilot follows to complete an instrument
landing. The perfarmed steps will be in correct order and
will comply with local regulations.”

Implying the standard of
NO ERROR

“‘Given the diameter of a sphere and the appropriate
formula, use a calculator to compute 10 two decimal places
the surface area of the sphere.” Adding “He will perform
without error”’ would not increase the requirement for
accuracy.

Specifying minimum
acceptable level of
performance

"Using a slide rule, multiply two three-digit numbers and
write the answer to the nearest tenth.” This clearly states
the degree of accuracy required for satisfactory achievement
of the objective,

Specitying the tim»
requirements

“Given a 200-word rough dratt, type a letter without error
at a minimum speed of 40 words per minute.” Time is an
important factor, so it is included in the objective.

Specifying the rate of
praduction

“Given a rough draft of a final report, type pages without
errar at a minimum of 20 pages per day.” The amount
produced daily is an important factor, so it is included in
the ohjective.

Specifying qualitative
requirements

“Given a misadjusted carburetor and necessary tools, adjust
the carburetor to idle at its smoothest point.” Smoothness
is a qualitative standard.

2) State the standards in precise, operational terms. After writing the standards
statement ask yourself, “Does it really tell me all I need to know to establish
proper standards, or would someone else have to {ill in the details.”

Note

£.71

a3




E.72

3)

that appropriate standards are often related to the level of the objective.
For example, a Level One objective (which is the same as on-the-job task
performance) may be to type a letter without error at a minimum speed of

40 words per minute. In this case, the standard is appropriate. However,

if the objective is a Level Two (TLO) or Level Three (LO), the standard may
be more lenient. Many tasks require long practice before the task standard
can be met. In the example just given a more appropriate standard might

be “with 3 or less errors at a minimum speed of 30 words per minute.”

Note that when the standards are clearly implied they need not be stated.

For example, “Given a chart showing Army rank insignia, identify those which
correspond to grades E-1 through E-9.” Here it is not necessary to state the
standard correctly. This is clearly implied.

-
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from block 44

. ]
-

Assess Learmag Dbyectve || & Acheck st for assessing the sdequacy of LOs s provided i the Manual
(LO) 1or Adequacy ] See below.

—

to block 46

What do 1 Look forn when assessing the LO forn adequacy?

e The following checklist will identify for you at a glance, all the features of a
well-written learning objective (TLO or LO) suggested in this job aid.

1.

Does the objective contain the three main parts of action, conditions and
standards? (The second and third parts may be implied or may be previously
stated on the LOD Sheet)

Is the objective unitary? (Does it specify a single action? See page E-60
for review).

Is the main intent of the objective clear? (Does it state precisely what the
trainee is to do? See pages E-61 thru E-63 for review.)

If the main intent action word requires an indicator action word, is the
indicator clear, direct, and something the trainee already knows how to do?
(See pages E-64 thru E-66 for review.)

Is the action word appropriate for the type and level of learning called for
by the task? (See page E-67 for review.)

Are actions, conditions and standards each stated in precise, operational
terms?
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from block 45

Revise LO as Necessary

0

to block 47
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from block 46

o |

Rt L o0 10D ® Furgrampie, see below
Stwer

{Sectoun 18 1C).
POLOD Sheet!

T

to block 48

What does the LOD Sheet Look Like when an LO 48 necornded?

EXAMPLE:

ISD 11.1 Develop Objectives

LEARNING OBIECTIVES DOCUMENTATION SHEET

(LOD Sheet)
SECTION )
MNaese Gt et -
2
SECTION 11
ok 1) %, _
CTEPRINAL FAMRING ORJRCTOVE
Y
.
SECTION 't
W
Lo b - N
14 i3 PE
A 1009] Given a map and a compass 1A onfamiliar rule
Oriens map and A terrarh, +h trainee will orient the map €ornin
L compass \:ccwd:k’ +o ”"'3""”‘ Norsh +uunJ
T ———— 4
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AN Newded Task

Efements ur Enabling

S&K Have LO
7

49

/
" Hawe ALL
Tash Summary Sheels
Been bxanunec

to block 50
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from block 49
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Submit LOD Sheets and

LP Cards tor Which LOs
are Wiitten to Supervisor
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to block 51
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i trom block 50

oo

- Any e ® During the process af deverimng otiectives
S ttarmaton tor ¥ wlurenatiun may have bren cbiamed that wouly
L < b ~, hiJ
- may have been obtaned that would he usetel to

PErsuns whi will be engaged 1o Instrychiphai

< Working m - be uselol 16 Persgns whe performed acaties
. Jther 10 Bages - that ted tc this block Simidaby wtgemation
¢ N > i
‘ Systems Gesetapment < eps that 10llow thes e

v l L \i '

i ( 0t Lumienty ul’\\' o Comments gre recurded end 5 hmited 11
! IS0 LUURGINATION ‘ JPPIOPtate presony

! LoskeEt

|
‘l‘ ® torbother guidance see below

: !
Lo
ﬂ | h
v |

What s the importance 0f preparing comments gor people
working An othen steps of the instructional systems
development process? How do 1 necornd them?

e [n order for the Instructional Systems Development process to work effectively
it is imperative that there be forward and backward communication between the
people involved in the process. At some time or other you have probably com-
plained about the input that has been provided to you. Sometimes, you may
have had to do work that should have been performed in previous steps.

IT IS IMPORTANT THAT YOU FEED THIS INFORMATION BACK
TO THE APPROPRIATE PEQPLE SO THAT REVISIONS CAN BE
MADE TO EFFECT IMPROVEMENT IN THE END PRODUCT.

In your research for this step of the Instructional Systems Dovelopment process
you may have discovered additional inforination that vou think may be useful
to people who will be working in steps that follow this one, If so, it is equally
important that you pass this information on to appropriate people.

REMEMBER, COMMUNICATION WITHIN THE INSTRUCTION -
SYSTEMS DEVELGPMENT PROCESS IS CRITICAL FOR
EFFECTIVE INSTRUCTIONAL DEVELOPMENT

—

® A copy of the ISD COGRDINATION SHEET can be found in the back of
this m.nual. Make sufficient copies to enable yvou to send one to every individual
you wish to communicate with—plus copies for vour records.

e Complete the 1SD COORDINATION SHEET in duplicate, Send one copy to
the individual and attach one copy to the package of 1.LOD Shects.
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JOB AID FOR
DEVELOPING TESTS

ISD 11.2

Manual

This is the 6th in a series of 1SD Job Aids for use in instructional design and
development. This volume is to be used as a supplement to the primary document, !
“Job Aids: Descriptive Authoring Flowcharts ISD 11 2 Developing Tests.” The
flowchart document will direct you to specific guidance, examples, and references
provided in this volume. If you do not have the primary flowchart document, request
¢ it from your supervisor.

S P

}

The wording in this manual should not be construed to ]
discriminate between the sexes. In order to avoid a
repetitious use of the terminology, “‘he/she,” the terms,
“he,” “him,” and “his,”” as well as “men,” are intended

to include both the masculine and feminine gender. Any
exceptions to this usage will be so noted.
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Have You

Usad This Job Ad
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2

® Overview inctudes
- Gua
- Objectives
Product
Major steps (N process
- Worksheets used
Descripuive Flowcharts

Yes

Want 1o See
An Qverview of the
Jub A
k4

Overview of Jeveloping o For detaded overview, see betow
Tests Inb Avd

What s the Job Ald gorn "Develop Tests" AL About?

e GOAL

— The purpose of this job aid is to guide you in the actual preparation of written
test items to test the ability of soldiers to correctly perform critical tasks or
task elements. At present the job aid does not cover the development of hands-on
tests, nor does it cover preparation of administrative materials or validation of
test items. Much.of the information contained in this job aid has been taken
directly from the document Guidelines for Development of Skill Qualification
Tests, US Army Training Support Center, Individual Training Evaluation Direc-
torate, 1 April 1977. While the source document for this job aid deals with
SQT, it can be used for developing tests other than SQT. The user of this job

aid can supplement the information contained in the job aid by using the very
valuable SQT document.

y

o OBJECTIVES

1) Given a list of critical tasks and the associated task analysis data and learning

objectives, determine which tasks and task elements should be tested and the -
means of testing.

2) Given the appropriate worksheets, document the tasks and task elements to
be tested and the method to be used for testing.

3) Given the tasks and task elements with the method to be used for testing
each identified, develop written test items for those elements identified as
being best suited for this method of testing.

F
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e PRODUCT

— This job aid will result in the identification of tasks and task elements which
require the preparation of test items and the identification of the most suitable
method for testing them. For those tasks or task elements for which written
test items are judged to be the most suitable testing mode, test items will be

prepared.

e OVERVIEW OF MAJOR STEPS IN DEVELOPING TESTS

Step 1. Task analysis data and learning objectives for all critical tasks are examined
to determine which tasks and task element requires test item preparation.

Step 2. For task elements determined to require testing, the most appropriate
method of testing (hands-on, performance-certification, or written)
is identified.

Step 3. For all task elements for which a written test item is judged to be the
most suitable, the precise type of written item is identified (written-
performance or performance-based test item).

Step 4. Written-performance and performance-based test items are prepared.

e WORKSHEETS USED:

— The Tables on pages F-6 and F-7 show a sample of the completed Test Element
Decision Sheet (TED) and Test Item Construction Sheet (TIC).

o DESCRIPTIVE FLOWCHART

— The flowchart on pages F-51 thru F-53 shows the major steps in the use of the
Job Aid for Developing Tests. The flowchart will be useful to you in getting
a clear picture of the overall process used in this job aid. A more completely
described flowchart is provided in Job Aids: Descriptive Authoring Flowcharts
ISD I11.2 Develop Tests, pages F-3 thru F-14.
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ISD 11.2 Develop Tests

TEST ELEMENT DECISION SHEEY

{TED Sheet)
sECTION |
Neme/Oftice Symbol _ _,3»,*0‘14/,,_6//4 rles  SFC/I7AD _ owme_i10f2])79
MOoS S1 P20 Skl tevel 2, .
Task IDNo. 25/ =0/0 ~¢55  Tak Description (Action Statement Only)__Se. Y ),
NXelegwgve . . 7
SECTION &
m ]
Task Elerment 10 be Tested Test Component to Wiich Assaed
{Action Statement Ontyt
1 7 hoe
— _ PeC
pve_ﬁ*axe “’%H’_\& wrrRe _We
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S - .. Perlormance based
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Tosract ba Hlevies w He FA-B/Z/Pr oW
__ &7 Wraten Performance
L I - Pertorance besed
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/ Written Performance
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ISD 11.2 Develop Tests

TEST ITEM CONSTRUCTION SHEET

{TAC Sheet)
SECTION 1
Name/Ottwoe Symbol__ Brown, Charles  SFC/ITAD . . __ . Oae_10/4/79
MOS, 51P20 Shill § evel 2
Tosk (D No__151-010-455 Fask Etement (Action Only) Install batteries in the

TA-312/PT [,

SECTION 1t

TEST ITEM

General Situation. Your weapon system ig in a fixed defense of an afrfield.
Communication is by field telephone. Ff{eld wire has been laid from switchboard,
S$B-993/GT to your pesition. The telephone set, TA-312/PT has just been issued
from supply. The power source will be two BA-30 batteries.

How would you install the two batteries in the TA-312/PT?

* A. one with positive (electrode) end up, the other with negative
(smooth) end up
both #ith postrive (electrode) end up

8.
C. both with negative (smooth) end up

b



from block 5

Is List
of Critical Tasks
Available

?

Yes
7
@ Lot ul losks aiecied fur trannng shouid be
Guidance tor available a3 output from 1S0 ) 2, Select Tasks
Obtaining/Preparing tot Traming,

List of Cotical Tasks

o {f s cotical task st s aat avanable, o ta
Job Avds  Descriptive Authoring Flowcharts,
page A3
& When bist has been obtained return 1o Manual,
180 13 Conduct Task Analysis, Btock 6.
] )
to block 8




from block 7

15 Fusk
Analysis Dote
Austsble tor Each
sk
)

———— .
Guidance tor
Qbtaming Prepany
Task Augivsis Oata

»

{
to block 10

Tash Anaiyse Gata shuutt oe avanabte os
utput trom (S0 13 Conducr Task Anatysis
ot w the Soldier's Manual

1 Task Avalysis Data 1s not svasble, go to

Job Avds  Bestripive Authoring Flowtharts,
page 6 1

When Task Analysis Data have been obtg. ied.

returec 1o Block §




from block 9

Are
Tearming Obpectwes
Avallable tuy Each

n

Gurdanee 1or
Obiatung'Preparing
tearning Objectves

]

i .
to block 12

@ Leasrming Objectives shouid be avaable as
autput fram IS0 it 1 Develop Objectives

® Ii Learming Objectives are not available, go fo
Job Aids. Descaipive Authonng Flowcharts
1SD 11 1 Develop Objectives

® When Learning Chiectives have been obtamed.
teturn 1o Block 10
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from block 11 é
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Setect Fust Neat Task

Exanune Task Anglyss @ Faclors wtiuent.ng selectun ut Tasks by tesing e tude
ktuwn Gimance deticient.es

Dbjectives (o Determine chingal wambat sySems

ol Tysk Requires Testr ; ARTEP

evaluativn v ity

18b Lontent

-~
® o turthar nturmaban and guidande ey betow

to block 14

How Do 1 Determine Whether a Task Requines Testing?

e It may not be possible for you to test every task in the MOS or skill level you are
working with. This will be especially true if the test you are preparing is an SQT
where the number of scoreable units is limited. Therefore, you may need to deter-
mine which critical tasks require test items to be developed. When making this
determination keep in mind that the tasks included in the final test may inten-
tionally not be a random sample of the critical tasks in the MOS, nor necessarily
a representative sample of these tasks. The Tasks that you select should be
selected in terms of the extent to which they need to be made the focus of training.

® The following five major methods of task selection should be considered:

(1) Known performance deficiencies

(2) Critical combat systems

(3) Army Training and Evaluation Programs (ARTEP) ;
(4) Evaluation results 5
(5) dJob content

~ Known Performance Deficiencies. The purpose of this method is to select tasks
that tend to be performed poorly by most soldiers in the MOS. If only one
method of task selection could be used, it would most likely be this one. The
difficulty with its use is in obtaining sufficient information on which to base
judgments. Some of the more generalized sources that should be considered are: i

a. TOE Manpower Authorization Criteria (MACRIT). The US Army Devel- a

opment and Readiness Command maintains a master data file of annual i

direct productive maintenance man-hours (AMMH) for all standard and _ i

- limited procurement items of equipment. ,j
i

|

b. Equipment-Maintenance Related Reports and Data.

c.  Technical Proficiency Inspection (TPI) and Technical Standardization .
Inspections (TSI). |

d. 1G Inspections i

Fln v




e. Panel of recent supervisors
f.  Panel of recent job incumbents

g. Field Survey of supervisors and job incumbents

— Critical Combat Systems. Tasks chosen for testing may be selected on the basis
of their contributions to the successful operation or maintenance of critical
combat systems, Critical combat systems are equipment items or other opera-
tions that are pivotal to a unit’s success in combat. To use this method of task
selection, first identify the critical combat systems that are related to your MOS,
and then identify individual tasks that are directly related to that sysiem.

— ARTEP. The ARTEP, of course, describes unit tasks while your test is based
on individual tasks. However, it may be useful for you to consider testing
individual tasks that comprise unit tasks or missions in the ARTEP. Look for
deficiencies in crew/unit performance that can be translated into individual
tasks for use in your test.

— Evaluation Results. The Directorate of Evaluation (DOE) may have valuable
data concerning performance deficiencies for many of the critical tasks.

— Job Content. Just as known performance deficiencics are the most desirable
tool for task selection, sampling on the basis of job content is probably the
least desirable. If the expertise and experience available to you is insufficient
to enable you to make judgments as to degrees of criticality for testing, you
will probably need to resort to sampling from the critical task list. However, -
even here the sampling is not donc¢ on a simple random basis. Tasks should be
organized into content or functional areas and a proportional sample drawn
from each.
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from block 13

Does Task
Require Testing
2

Obtain Test Element ® The Test Eiement Decision Sheet (TED} s used to record all task elements which

Decision Sheet are to be tested o addition, each task element recordea s classified as to the
type of test itam requited 1o adequately test

# For further mnformation and gusdance o oblaimng the Test Element Decision
Sheet, see below

to block 16

Wherne Can T Obtain the Test ELement Decision
Sheet (TED Sheet)?

e The Test Element Decision Sheet (TED) is available for duplication in the
pocket at the back of this manual.

¢ To see a partially completed TED Sheet refer to page F-14.
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from block 15

B

1%
Compiete Section 1 vl ® Sectiun | nctudes the lollowsng intusmation
TED Sheer Name Citice Syiibui
MOS
Shill Level
Task 1D No
Task desciplion tachon statemens onty)
® Fur example, see below

to block 17

What Does the TED Sheet Look Like When Section 1
Has Been Completed?
EXAMPLE:
ISD 11.2 Develop Tests
TEST ELEMENT DECISION SHEET
e TTEDSWS—— e
ecrion |
Mome/Othen symbot_ Bromind | Chavles 'SF";/_I_TA__U _ vee_tgdf2[7F
wos___ 5t RP20 Skl Lever ol L
Task 10 No Ii/ 040 - Y55 Tk Descopuion {Action Statement Oniyl_Se £ wp Fretd
Jeleghone I _ e
Task Eleml'r:(”vn e Tested Test l'--mm»m-nl(lzll\ Which Assegised
{Action Stai=ment Oy}
1 N T wee T T
PCC
wC
R Writen Performance
o . Pectormance bawd
2 HOC
PCC
WwC
R |
3 HOL
PeC
wC
| Wntten Pecie ps &
U . _ Pertare
4 b HOC
ket i
5 —— _
. _
|
—— i
)'
F.14




from block 16

® Determination shuuid be compiete as to which tasks in the
— i
cticat tagk ligtng renune testing

" Hag lask
o~ Rnalyss Data and
Leatoing Bhyectives Beer
Examinedt 1hach

® Supervisors can pravide guidance for making
this decmion  Thesr decision wil be based on
the intended purpase af the test

" Have Enauh

<hu\ Been Selected
>

Select Addinonal Tasks

to block 20
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from block 19

1 Order of Prunty

Broup T.sks (TED Sheers)
tar Testag

, & Fordurther adormation and quidance, see beiow

Have
Tov Many
Tasks Been Selected

ter Testing
K

Reconsider Tasks with
Low Prary for
Testing

to block 23

Why Should 1 Group the Tashs (TED Sheets) .in Onden 04
Priornity {on Testing?

® If you used more than one method or source for task selection, you may, at

this point, have an unorganized list of tasks for test item development. If that is
so, sort the tasks in a rough order of priority for testing. A major reason for

this grouping is that you may have identified tasks that you will want to test
regardless of subsequent testing restrictions that you may encounter. For example,
your supervisor may have specified tasks that must be tested. You would cer-
tainly want to identify these tasks in some Mmanner as have a high priority for
testing. You may have other tasks that were identified by less reliable criteria

which you may later consider dropping from the test if too many tasks have been
selected for testing.

-




from block 22

23

Sefect First/Next
TED Sheet

2

Select/Record Ta'k o Fur gaomple, see betow
Elements 1o be ingivis 1
« Tesung

{Col. V. Section 1t
TED Sheet}

l

to block 25

What Does the TED Sheet Look Like When the Task
Elements Selected gor Testing are Reconded?

EXAMPLE:

/O"k(fufe; f:elo(? wirg

2
Tustall battevies s He 77)-.3/2/[77‘

- - Jp—

3
Secure Field wive on dha TA-3/2°T

L,, e
Posirion Civeuit Selector swertH

5

FPositions buozzer volume coxrvel Fnod

Position e EXT-INT swite

I |

- Wntten Parformance
Fertormance based
- —— ]

Writien Performence

o - Prlomencebows |

_ Wnogen Performence
— . Purtormance based

. .. Wrtten Pertormence
_ Purformance besed
——

Wnitten Periormence
Periormence hew-

abdn hos
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from block 24

Determine/Record ’ ® Thete are the thee tollowing comp.ingnts 16 which a lask element May be
Componenl 10 Which asigned

Tash Elwment Should be || HOL 1Hands On Component)

Asuugned [Cot 2. ! PCC (Pertormance Certitication Component)

Sectoa 11, TED Sheet; ! WC (Wnitten Companent)

@ For tusther intormation and guidance. see below

to block 26

What are the Three Components Used forn Testing

F.18

Tash ELements?

e In Skill Qualification Tests (SQT) there are three components which comprise
the SQT. Even though you may not be developing a SQT it will be useful for
you to determine which of these three components is the most desirable and
feasible method of testing the task element under consideration. The three
components are as follows:

—— Hands-On-Component (HOC). The HOC tests the soldier’s ability to perform
critical tasks or task elements on actual job equipment or simulators.

~— Performance Certification Component (PCC). Many tasks, or task elements
may require the soldier to use manipulative or other motor skills, but these
tasks and task elements cannot be included in the HOC because they are so
expensive in terms of time, equipment, and other resources. For this reason,
if you are developing a SQT you may wish to consider the task element for PCC.

— Written Component (WC). The WC is a written test made up of scoreable
units, with each scoreable unit comprising a critical task. The scoreable unit
is usually comprised of up to 10 questions (items), with each question having
from 2 to 10 possible responses. The WC is used to test those tasks and task
elements requiring decision-making or other mental abilities.

]
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How do 1 Detenmine the Component to Which the Task
ELement Should be Assigned?

e Tasks and task elements are allocated to components on the basis of task content
and testing feasibility. Both concepts assume that you know how the task ele-
ment being considered is performed. This information can be obtained from a
study of the task analysis data.

— Task Content. This concept involves deciding on the type of task and the degree
of skill required for the task element. The skill category to which the task
element fits into should be available from output from ISD II.1 Develop Objec-
tives. After determining the skill category of the task element remember that
all types and levels of skill can be tested validly in a hands-on mode, assuming
unlimited resources. Some physical tasks may be tested in the WC, but highly
skilled, physical tasks must be tested in the HOC or PCC. On the other hand,
some mental task elements may need to be tested in the HOC, but mental tasks
and task elements are usually more amenable to variations that permit written
testing.

— Testing Feasibility, Any testing requires some resources, The WC is usually
the least demanding because many soldiers can be tested on many tasks, or
task elements, in a relatively short time with one test administrator. However,
the support of some tasks may be unfeasible in the WC because of requirements
for equipment, complete publications, etc. The HOC will always require equip-
ment, terrain and several qualified scorers. In addition, relatively few tasks in
the HOC can be tested in a short time. The PCC was set up to accommodate
tasks that are extremely time consuming and that require special terrain,
facilities, or expensive equipment.

e After studying the task element content and testing feasibility, assign the task
element to one of the three components (HOC, PCC or WC). Remember the
following when making the assignment:

— If there are no parts of the task element that involve highly skilled physical
actions, the task element should be considered for the WC.

— If the skill is almost entirely mental, the task element should be considered for the WC.

— All highly skilled physical elements that can be tested feasibly in thc HOC should
be considered for allocation to this component.




Where do 1 Recond the Component Assigned to the

Task ELement?
¢ In Column 2, Section II of the TED Sheet there are blanks for each of the three
components. Place a check (./) in the appropriate blank.

What Does the TED Sheet Look Like Aften T Have
Reconded the Component to Which the Task
ElLement has Been Assigned?

SECTION 1)
m 2
Task Element 10 he Testeg Tt Componligt 10 Which Assigered
{Action Statement Only)
1 7 wot
.- PCC :
pvcsmvv_ %\L\& Wiy e W |
. ¥ritien Prrformance
F - .. Pertormance based '
7 - -

Twstall hatrecies oo Yhe T/)-B/Z/PT

3
Seevre ‘%\e\& wive o e T/)Sll/?ﬂ

4

Posibron C\V‘QU.I* Selechov 5“)1*(1/{

Plos: Foas bvzzec volome ecowrhor xnsbh

[
Positon Mo EXT- INT switeh

?
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from block 25

Have Al
TED Sheets Been

Examined
?

K

Select Fiest/Nexy
TED Sheet

L

to block 28
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from block 27

28

Exanune Frest/Next
Task Flement

3

Is Element

to be Tested as a

HOC ot PCC
?

No
”,

30

Temporariy Oisiegard
This Task Element

Go to
Block

to block 31
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from block 29

Determine/Pecord it WC
Element Wil be Tested by
Writen Pectormance ar

® For further tormatien and guidance, see below

to block 32

What 48 a Whitten-Performance Test Item and a
Pergornmance-Based Test Item?

e The WC utilizes two modes of testing: the written-performance mode and the
performance-based mode. KEach task element allocated 1o the WC is testable in
one of these modes.

— A written-performance test item measures the examinee’s ability to actually per-
form the task element., Examinees perform whatever steps are necessary to
arrive at the task product, and then based upon this product, select correct
answers from the real-world alternatives presented. For example, a written-
performance item might require that the cxaminee compute the charge for a
4.2-moriar round. Examinees would actually have to nerform the task to be
able to select the right answer frcm the alternatives.

— A performance-based test item measures the examine’s ability to answer ques-
tions about how he would perform the task element. For example, an examinee
might be asked to identify before-operations mainienance checks from a larger
list of maintenance checks.

e A good rule of thumb to use in distinguishing between written-performance and
performance-based written items is tc ask yourself, “Does the item call for the
soldier to perform the task or task element as he would perform it on the job,
or does the item call for him: to answer questions about how he would perform it?”

~ How do 1 Deterumine L4 the Task ELement Shculd be
Tested by a Witten-Performance or Pergonmance-
Based Test Item?
e Study the definitions above. Written performance testing should be usod whenever

apphicable. Use performance-based testing only after it has been determined that
written-performance testing is not applicable.

]
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Where do I Recond Whethern the Task ElLement WiLL be
Tested by a Wnitten-Performance on a Performance- .
Based Test Item? 4

e Check the appropriate blank in Column 2, Section II of the TED Sheet.

‘:"
What Does the TED Sheet Look Like Aftern 1 Have
f Reconded How the Task Element Will be Tested?
{ EXAMPLE: L
k ISD 11.2 Develop Tests
¢ TEST ELEMENT DECISION SHEET
‘ {TED Sheet)
SECTION | 7
Mame/Ottice Symtot_ B r ovan, Chavle s ©FCc)1TAD D-"_—li/‘ ©j2/7%
MOS 5t P20 Swoll Level 2 _ e
Tak 10 No._15) =~ Gt O -F o5 5 Tesk Descipoon (Action Statement Ontyi__Sp ¢ $ E |&L;g
Tl eghawne
ECTION 1
o ¥ 4]
Task Elemant 1o bw Twsted Test Component 10 Which Asygrud
(Action Statermant Oniy)
[+ - a1
‘i"v'@rlve ‘%\e A& e e . ;ltcc
_ Wotten Performence
Patlormance based
7 - - ! woe T -
Tusta ll ba thevier, ,n He TA le//"/" P2 iy
- I
Deroee Toe Yo, WYt ea. xL‘ 1Al [ -
4 Written Performence
‘ . - Portormencebamd |
U T o _ HOC
PCL
wC
[}

F.24




from block 31

.
Obyau. iest hem ® for quudsnce wn 0Ctan. g Test ttem Constructign Sheet (TICH
Consteuctr-... Sheet (TIC) see below

to block 33

Where Can 1 Cotain the Test Item Constrwetion
Sheet (TIC Sheet)?

® The Test Item Construction Sheet (TIC) is available for duplication in the pocket
at the back of this manual.

® To see a completed TIC Sheet refer to page F-7.




from block 32

® The nformation requited n Sectiun |y
Complete Sectwn | of Name Ottice Symtul
T Sheet Date
MUS
Skt Level
Task $0 Nu
— Task Etemeny faction statement anlyt
® Fur enample. see beluw

to block 34

What Does the Test Item Construction Sheet (TIC)
Look Like Aften Section 1 Has Been Completed?

EXAMPLE:

F-26

ISD I1.2 Develop Tests

TEST ITEM CONSTRUCTION SHEET

e

{TIC Sheet}

ECTION 1

N DMiae

MO

Tk 1D Ny

\

Ted bt TACLc Staeent Dty Avogunt

tor

Do _1079 79

sargtol o ponges

/

S—
SECTION 11

e
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from block 33

38

El tent

10 be Tested by

Watten Pertormance

Test item -~
?

ttem

1o be Tested by

Pertormance Based

Test ltem
El

1] Connet Perturem Task Dont koow WHERE 1o perigem
I} Ciement Dot konw WHEN 1a perlnem
I i Gon't know WHAT the product
Oan’t kuw HOW 1o perfutm (e prosedure

z - o There o tour commae 1pasuns wi .
‘ Detesimine Reasunls) soldiers annotr perform a task element
! That Soidiers Frequently They ate

® Foy turther intormation and guidance
see below

to biock 39 to block 37

What Ane the Reasons That Soldierns Frequently Cannot
Pergonm the Task ElLement?

There are four main categories of reasons why a soldier may fail to perform a task
or task element. They are:

(1) Don’t know WHERE to perform

(2) Don’t know WHEN to perform

(3) Don’t know WHAT the product is

(4) Don’t know HOW to perform procedure

e Don’t Know WHERE to Perform. The failure to perform some tasks may be due to
*he inability to locate certain objects. For example, a vehicle driver may fail to
. rform checks on preventive maintenance on the component of a vehicle because

} he does not know where that component is located. A mechanic may fail to zero
: a multimeter because he does not know the location of the correct adjustment
screw.

e Don’t Know WHEN to Perform Step. A major reason for failure to perform a task
1s that the soldier may not know when in a sequence of activities the step should
be performed. For example, it is physically possible to remove the hand guards
on the M16 rifle at almost any time during assembly. However, there is a point
in the sequence when this step should be performed if the soldier is to avoid
damaging the weapon.

e Don’t Know WHAT the Product is. Another reason for failure to correctly per-
form a task or task element is that the individual may not know what the end
result of the element or step should look like. For example, a clerk cannot type
a correct address label unless he knows how a proper address is formatted. A
gunner cannot obtain a proper sight picture uniess he recognizes the sight align-
ment when he sees it,




e Don’t Know HOW to Perform Procedure. The final consideration for why soldiers .
cannot perform has to do with procedure. Soldiers may know where and when to
perform a step, and what the correct result is, but they may not know how to
produce that result—that is, how to execute the step. Procedural failures may
result because the soldier simply does not know what the procedure is or because
he forgets it. For example, in preparing a LAW for firing, one of the steps is to
extend the launcher tube. The soldier may know that the tube must be extended
prior to firing and where the tube is located and what the LAW would look like
with the tube extended. But unless he knows how to extend the tube, he cannot
perform the task.

Study each of the four reasons for failure to perform a task or task element.
Determine which reason best explains a failure to perform the task element you
are presently considering. In the next block you will prepare a test item which

will assure that a failure to perform the task element is identified through use of
the test item.

F.28




from block 34 from block 36

Develop dtem Whuh ® for gudanie % prepatng lest dem
Wil Thotgughly Exaimine see betow
the Reasvns tar Falure

to Pertorm Task
Element

ta block 39 to bloek 38
E‘ . How do 1 Develop a Test I1tem Which WL Thoroughly
3 Examine the Reasons for Fallure to Pernform the

Task ELement?

k ¢ Based on the determination made in the preceeding block deveiop a test item to
test WHERE, WHEN, WHAT, or HOW to perform the task element. Use the
following guidelines,

Don’t Know WHERE to Perform

— Identify the Correct Location. This is simply deciding what the right answer is.
It may be necessary to actually view the equipment if the element is equipment-
oriented. Technical manuals may not have a clear picture or a clear description.
Be alert for TM which may be in error.

— Can Photographs show the Item and the Surrounding? It may be possible to
show locations by the use of photographs. In fact, clear photos approximate the
job presentation closer than any other two-dimensional means. If photos are not
practical, consider other visual means such as drawings or schematics. Insure that
the photo or drawing is properly keyed.

— Produce Description of Location. If the surroundings of the component cannot be
clearly and accurately illustrated in a picture or visual representation, then the
- location of the component should be described as clearly as possible.

! — Write Question for Location. Develop a question which will thoroughly examine

the reasons for failure to locate the component, For example, with a keyed pic-

N ture of a multimeter, the question might be: “Which letter in figure ____ repre-
sents the location of the zero adjusting screw?”” Or if there is no illustration, the
question might be: “Which of the following best describes the iocation of the
zero adjusting screw on the multimeter?”




— Select Real World Alternatives. Consider the likely options which you would
] find on the job. Select from or use these options (no more than nine since there
should not be more than ten responses per question) as alternatives to the correct
answer. The types of alternatives sclected will vary, depending on whether the
1 item uses visual or verbal information. For a given item, the number of alterna-
i tives selected is not important. It is important, however, that the alternatives

are reasonable and realistic in terms of errors that commonly occur in the
real world.
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' ' Don’t Know WHEN to Perform
"w
1} — ldentify the Correct Step/Sequence. This means identifying the correct point in
' the sequence for performing the step
L ¥ — Write Question for Sequence. Develop a question that will thoroughly examine

the reasons for failing to perform this step in sequence. The question might be

phrased this way: “Which of the following steps must be performed before . . .?”
& or, “Which of the following steps must not be performed until . . .?”” If the problem
is one of soldiers performing the step, but at the wrong point in the task, the step
may be given either in the question or as one of the alternatives. But if the problem

is one of soldiers leaving the step out, it would be better to offer it as an alterna-
tive while referring to a preceding (or succeeding) step in the question.

— Select Real World Alternatives. Identify reasonable alternatives that the soldier
would find on the job. Select alternatives with emphasis on those variations which
include adjacent steps. Remember that the alternatives (plus the correct answers)
are limited to 10 selections.

p
»
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Don’t Know WHAT the Product Is

— Identify the Correct Product. The first step is to correctly identify what the
correct outcome, result, or product of the step is.

— Is the Ability to “Read” the Product Needed? In determining whether or not the
correct product has been obtained, an individual may be required to judge or inter-
pret diagrams, meter readings, aerial photographs, charts, position settings, or other
similar visual representations. If these kinds of things are used in determining
whether or not the step has been completed, then pictures or visual representations
should be used in the test items.

Prepare Description of the Product. If the product cannot be represented by some
visual means, it will be necessary to write out a description of the product. Insure
that the description contains the discriminating cues that the soldier mentally

uses on the job. For example, “needle reading is in the green area” or ‘‘the dial

is rotated until the detent is engaged.”

Write Question for Product. Develop a question which will thoroughly examine
the reasons for failing to produce (identify) the correct product. This question
should center around the scope and basic content of what the correct product is.
For example, “Which of the following pictures shows the correct sight alignment
for the M16?” or, “When conducting an operational check of the field telephone,
the LOUD switch should be in which of the following positions?”’

Select Real World Alternatives. Identify all of the reasonable variations and errors
which could be expected to occur on the job. Select the alternatives from these
common errors which would lead to failure to produce/identify the correct pro-
duct. The alternatives selected should reflect the more critical errors if more than
nine are identified.




gt

Don’t Know HOW to Perform Procedure

— Identify the Correct Procedure. As with all reasons for failure, the first step is
to identify the correct way to perform the element.

— Write Question for Procedure, Develop a question which wiil examine the reasons
for failing to perform the procedure correctly. Several approaches are possible.
The soldier may be asked to select correct steps from several presented, to place
steps in sequence, or to judge a series of photographs as to their correctness.

{ — Select Real World Alternatives. Select the nine (or less) responses as alternatives
that reflect the most likely incorrect actions that the soldier would take on the job.




from block 34 from block 37

Record Test liem on o For guidance and an example af a recurded
TIC Sheet test item, see betuw,

Goto
Block

to block 39

Where on the TIC Sheet is the Pernformance-Based
Test Item Recorded? .

e The performance-based test item that you have developed is recorded in Sec-
tion II of the TIC Sheet. If there is any photographs, drawings, etc. associated
with the test item, be certain that it (they) is attached to the TIC Sheet.

What Does the TIC Sheet Look Like When the Performance-
Based Test Item Has Been Recorded?
EXAMPLE:

15T {(tM CONSTRUCTION SHEET

{TIC Sheet)
SECTION |
Name/Otince Symbei___ Rrowm, Charles  SFC/ITAD . bee 1009779
MOS___ BIB3G Skt vl . 3 S
Tk D No _112-321-001 1aw Etemenmt (Acnon Statement Onty)_Account for surgical sponges
SECTION 11
TEST 11EM
"

During a surgical procedure the total volume ot blood loss
shouid be reported to the

during the procedure

. A, anesthet {st
! B.  surgean

€. first surgical assistart
D, nurse

N

e — e g e p— 15
-

- ST, oo




from block 34

Develop Test Situation o Fornt ang guidance ¢ test situation, see below
n Which Exgminee 1
10 Prepace Product

NN T

to block 40

S P

How do 1 Detenmine the Test Situation in Which the |
Examinee 4is to Prepare the Product?

e Whether preparing a test item for an element or an entire task, you begin devel-
opment by describing the job situation. This description of the job situation may
apply to several test items, or it may apply to only one item. In Example 1,
below, a test situation is shown which applies to two questions concerned with
computing measures of central tendency.

——

e e I

i EXAMPLE 1
Situation: You are an instructor at the US Army Signal School. You have
just completed the scoring of a test which resulted in the following scores.
Your brarich supervisor has instructed you to compute the mean and median. 1
4
F . Soldier Test Score
Alberta 34
Wakelin 35
Braddoch 10
' Heyman 45
Holmes 34
Robinson 30 ]
Monday 61
Poole 67
Hermansen 81
Crister 10
- King-Meese 10
1.  What is the mean? 2.  What is the median?
A 39 A, 44
. B. 34 B. 45
C. 10 C. 30
D. 35 D. 475
E. 81 E. 71
F. 67 F. 418
G. 38 G. 34
H. 45 H. 35
I 61 l. 345
J. 418 J. 10




; ¢ The test situation should provide much of the information necessary to formulate
the question(s) you are going to ask. While all necessary information pertaining
to task conditions and the job setting must be included, avoid information that
is unnecessary to task, or task element performance since it consumes valuable
testing time.

e If a test situation has not already been developed that applies to the task element
you are preparing a test item for, use the information above to prepare a needed
test situation. Jot the test situation down on a piece of scrap paper for the
present. You will later record it on the TIC Sheet.
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from block 39

40

Determne 1f Job e For and guidance 10 detes g ! job stimuius cundetions
Sumutus Cunditions must be cetlected 10 test item, see below

#Must be Aefiected n

Test ttem

to block 41

How do 1 Determine 44 the Job Stimulus Conditions
Must be Refglected in the Test Item?
e For some tasks, or .ask elements, the job stimulus conditions may be transient.

That is, some things the soldier must obsvrve, listen to, or otherwise sense in
a job setting may be present for only a brief time. Examples are—

(1) A passing aircraft that must be identified.
(2) A briefly exposed tank that must be judged friendly or enemy.
(3) An incoming radio message to be recorded.
e It is important that you recognize when such transient stimuli are part of the

task conditions since it will make a difference in how you present the stimulus
in the test item you are preparing.

e [xamine the task element for which you are preparing the test item. Use the
following guidelines when preparing the item:

— If the stimulus condition is transient, you must attempt to control its presen-
tation to the examinee by use of slides, videotape, or audio recordings.
Although the form of the stimulus will be simulation (a picture or recorded
sound), you can limit its exposure time to that which would occur in the
job situation,

— If the stimulus condition(s) is/are not transient, but is/are relatively constant in
the sense of being present for the soldier to react to or operate on, then it/they
should be presented in the test item or as a supplement to it. The stimulus
can be presented as a narrative description, a picture or diagram, an actual
document, or a simulative device. Examples are—

(1) Distance on a map - 25 kilometers
(2) Range to a target - 1500 meters
(3) Eligibility for overseas levy - yes

(4) Readiness status of a piece of equipment - RED

¢ Prepare/collect any needed slides, videotape, picture, diagram etc.




from block 40
4

B
Prepare Questions ® For inlormation and quidance i preparing Questons or stems, i
at Stems sz below »
T r
[ M
.
to block 42 [

How do 1 Prepare the Question or Stem?

e Once you have specified the product of the task element, you can prepare a clear
question to be asked or statement to be completed (stem). In testing a task ele-
ment, the question may have to be preceded by a further narrowing of the general
test situation already prepared; that is, a specific situation. The specific situation
and/or question should make it clear to the soldier just what he is to produce.
Examples are—

— “After you return from point C your squad leader gives you a mission to
reconnoiter :he bridge site at point C. Using the grid-magnetic angle shown
below, what is the magnetic azimuth you will be using?”

— “What is the ground distance from point A to grid coordinate EG 158858?”

e Jot the question or stem down on a scrap of paper. You will record it on the
TIC sheet in a later block.
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from block 41

Prepare Commen ® For infurmetiun and guidance, see below
Ertors as

Alternatives

to block 43

How do 1 Determine the Alternatives to the
Cornect Answen to the Test 1tem?

® For most test items there should be no more than 10 possible answers to the

item (9 alternatives and the correct answer). Actually, for many items the num-
ber of possible answers will be much fewer than 10. In any event, if your test
item is to be used in a test other than SQT try to limit the number of possible
answers to 10. If it will be used in SQT you must limit it to a maximum of 10
since the SQT answer sheet provides for no more than 10 possible answers.

The first step in preparing alternatives is to identify incorrect products that often
result in real-world performance of the task or task element. These will be used
as alternatives to the correct answer in the multiple-choice question. There is not
a certain number of alternatives that should be used in an item except for the
limitation discussed above. The number of alternatives should be determined by
the number of different errors that commonly occur in the real world. Do not
simply generate alternatives mechanically, but check to make sure they are reas-
onable options. For example, in measuring the distance along a route on a map,
the straight line distance (ignoring curves in the route) would be one common
error leading to an incorrect product. Using the scale of miles, rather than meters,
in converting the measurement to meters might be another common error to

use in identifying an incorrect answer alternative. In the rare instance where more
than nine common errors occur on the job, you should reduce them to nine or
fewer on the basis either of how frequently each occurs in the real world or how
critical each error is.

Jot your answer alternative down on a scrap piece of paper. They will be recorded
in a later block.
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from block 42

Make Provisions for
Needed Touls, Aids of
Reterences

—

to block 44

o Fornformation and guidance, see befow J

How do T Determine 4§ Tooks, Job Ald, on
Regerences are Needed?

e If tools, job aids, or references are necessary or considered acceptable in per-
forming the task, they should be made available on the test. You should con-
sider the possibility of using a simulation of the tool or aid if it is not feasible
to provide the actual one. If being able to locate information in a set of references
was previously identified as an essential element, the manuals or references should
be provided. If it is not feasible to provide the actual references, extracts of the
material should be provided to permit an evaluation of that portion of the essen-

tial element dealing with the interpretation and use of the information. Exam-
ples are—

(1) Protractor, compass for map-using.

(2) TM or extracts from TM.

® Some cautions are necessary when considering references.

— It is seldom possible to provide each examinee with a copy of a particular TM
or other reference. The most feasible method of providing references is through
use of extracts. If you are developing an SQT, a maximum of 30 pages of

extracts per test can be printed unless justification for an exception is obtained
from ITED.

i
\
— Limit reference extracts to situations where the ability or necessity to use the
information is the critical element.
>
— References cannot be provided for every test item, nor is a reference needed

just because it exists. You must consider the job requirements. For example,
the procedure for clearing a misfired round is contained in the TM, yet the soldier
does not refer to the TM when a misfire occurs. You must decide what
material the soldier in the MOS and skill level is expected to know.

— Do not discard the idea of a reference just because some soldiers in the MOS
(usually “experts’) can perform the task without use of a reference. This
could lead to claims of “foul” on the part of less-skilled examinees who feel
they have been discriminated against by the lack of references which are
authorized and routinely used (by them, anyway) on the job.

F.40
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— Some references published by commercial industry, developers, or even individual
authors are copyrighted. Section IV, chapter 1, AR310-1 specifies the procedure
for dealing with copyrighted material and how to obtain clearance for use.

e If you determine that tools, job aids, or references are needed for using the test i
item, make provision for obtaining them.




from block 43

Record Test ltem on ® Far guidance and an example of a recarded tesi sters, see beiow
TIC Sheet

to block 45

How do 1 Recond the Test Item on the TIC Sheet?

® In blocks 39 thru 43 of this job aid you have collected scraps of paper
and collected needed tools, aids and references. In this block you will i
incorporate this material into a test item which will adequately test the i
examinee’s ability to perform the task element. Prior to the actual record- ‘
ing of the test item on the TIC Sheet make one final draft in which you
incorporate the test situation, test question or stem, answer alternatives, and
any needed references, aids or tools. Review the draft item to be certain
that all parts of the item communicates to the examinee. Be concerned
with the following:

— In some of the more technical areas, there is a tendency to try to sim-
plify technical items during the development of items. When this is done,
however, the item may lose its intended meaning. Technical terms used
on the job by the examinee have very precise meanings. If they are used
routinely on the job, they probably should not be changed or ‘simplified”
for the test. AIl test material should be written in the normal job lan-
guage and reviewed and revised until they pass this checkpoint.

— Is the test item independent of other test items? Check to be certain
that the stem for one item does not give away the answer to another ;
item. An examinee who reads the stem to an item should not be able to f
work backwards and correct a previous answer. J

® After you have prepared the draft test situation, question, alternatives, etc.
and have reviewed them for adequacy, record the test item in Section II of ;
the TIC Sheet.

e s i e e
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What Does the TIC Sheet Look Like Aftern the

Wrnitten-Pergormance Test 1tem

EXAMPLE:

45N2
mos_ SN0 o Shat Lovel

Task D No 130-792-100 _ _ .. lask Bienwnt 1AcLon Statement Oaly) Compute the Mean of a_group
ot numbers

SECTION 1

THOT (TEM

Kituation: You are an instroctor at the US army Signal School. You have just
completed the scoring of a4 test which resulted in the following scores. Your
Yranch supervisar has instructed yor to compute the mean and median.

Sol tter Test Score

Aberta 34
wWakelin 15
Bradducn 1n
Heyman 45
Holmes 4
Robinscn 30
Monday b1
Poole 7
Hermansen Al
Crisler 10
King-Meese 10

What is the mean?

AL 39
B. 34
[SP
JURE. )

E.

T e

Has Been Reconrded?
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from block 44

Examined
?

to block 46




from block 45

a8

Review Test Items

47

Establish Scorng
Standard

48

Try Qut WC Test
fems With Experis

49

Attach TiC Sheet 1o
TED Sheet

f

to block 50

® Test stems are reviewed for completeness and atruracy.

® This Job Ard does not presently provide guidance for completing this
block  For quidance see. Guideines for Davelopment of Skill Qualihication
Tests. page 159

® This Jub Aid does not presently provide guidance for completng this
block  Fur gudance see G for ent of Skt O
Tests, pages 163 169 ’

j
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from block 49

Al
TED Sheets Examined
?

Prepare Admunisirative

o This Job Aid does not peesently provide guidance tor completng this
Guidance for WC Items [}

block. For gutdance see, Gusdi tor [ __M/Sh»u*r‘;i

Tests, pages 171178,

to block 52
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trom block 51

62 I
T:y 0.t WC Test ltems
wor Representatve

b Swiers

L]

53
e
Vaidate WEC Test Iterms

Submit ¥.C Test hems
ta Supevaiser
T Rewiew

to block 55

& This Job Aw does nut presently provide tuidance 1o Completing this
block  Fui guidance see Guidennes tor Devetopment ol Shiti Gual.ticavon
Tests pages 180 18!

® This Jub Aig dues not presently provide guidance for compterng this

bluct  For gudance see. Guidelines tor Development of Skiii Nuaiticanon
Testi, pages 182 212 - -
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from block 54

65

Prepare Test Material
for Task Elements 1o
be Tested by
HOC or PCC

to block 56

e This Job Aid does not presently provide guidance for completing this
block. For guidance see, Guidelines for DOevelc ment of Skill Quatification
Tests, pages 38-125. o
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from block 55

® Duning the process of developing iest items
mformation may have been obtained that would
be useful to persuns why performed actvities
that fed 1o this block. Similarly, formation
may have been obtaned that would be usetul to
persgns who will be engsged v Instructional
Systems Development steps that tollow this one

Any
Information
7 bndy Is Working
in Qther 1SD
Bin:ks

Record Comments un o Cummeats ace recorded and submutted to
1SD COORDINATION approprate persons.
SHEET

@ For terther guidange, see below

‘ STOP '

What 4is the imporntance 0§ preparing comments fon people
wonking Ain othen steps of the instructional systems
development process? How do 1 record them?

e In order for the Instructional Systems Development process to work effectively
it is imperative that there be forward and backward communication between the
people involved in the process. At some time or other you have probably com-
plained about the input that has been provided to you. Sometimes, you may have
had to do work that should have been performed in previous steps.

IT IS IMPORTANT THAT YOU FEED THIS INFORMATION BACK
| TO THE APPROPRIATE PEOPLE SO THAT REVISIONS CAN BE
MADE TO EFFECT IMPROVEMENT IN THE END PRODUCT.

1 In your research for this step of the Instructional Systems Development process
you may have discovered additional information that you think may be useful
to people who will be working in steps thet follow this one. If so, it is equally
important that you pass this information on to apprepriate people.

REMEMBER, COMMUNICATION WITHIN THE INSTRUCTIONAL
SYSTEMS DEVELOPMENT PROCESS IS CRITICAL FOR EFFEC-
TIVE INSTRUCTIONAL DEVELOPMENT FOR SUCCESSFUL
MISSION ACCOMPLISHMENT.
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F e A copy of the ISD COORDINATION SHEET can be found in the back of this
manual. Make sufficient copies to enable you to send one to every individual
you wish to communicate with—plus copies for your records.

e Complete the ISD COORDINATION SHEET in duplicate. Send one copy to
the individual and attach one copy to the Instruction Settings Selection Package
(IRS Sheets).
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" OT

JOB AID FOR
DESCRIBING ENTRY BEHAVIOR

ISD 11.3

Manual

This is the Tth in a series of ISD Job Aids for use in instructional design and
development. This volume is to be used as a supplement to the primary document,
“Job Aids: Descriptive Authoring Flowcharts ISD I1.3 Describe Entry Behavior.”

The flowchart document will direct you to specific guidance, examples, and references
provided in this volume. If you do not have the primary flowchart document, request
it from your supervisor.

The wording in this manual should not be construed to
discriminate between the sexes. In order to avoid a
repetitious use of the terminology, “he/she,”’ the terms,
“he,” “him,” and “his,’”” as well as “‘men,” are intended x
to include both the masculine and feminine gender. Any
exceptions to this usage will be so noted.
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ISD 11.3 Describe Entry Behavior é

B

!

Have ® This introduction provides the user with 3

You Read the wnstruction on the basic structure of the i

Job Auds and guidance for their use o

i

- B

k. kS

1 introduction ta the Use ® fefer to introduction
of Job Aids :
-
to block 3
) L4
4
;
b4
! G.3
B T R s
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. . L e da " *



from block 2

Have

You Used

This Job Aud

Betore
7

o Overview mclu. <s
Goal
Qbjectives
Products
Major steps 1 process
Watksheets used
No Descuiptive Flowchant

Wani

o See 3n

Overview of the

Job Ard
?

Overview of Describe o For detaded over view, see below.
Entry Behavior Job Ard

to block 6

What 48 the Descrnibe Entry Behaviorn Job Adld all about?
e GOAL
Your goal in using this job aid is to test the entry behavior of trainees and to
utilize this information in the following way:
— to adjust the beginning point of instructional units

— to verify or revise the assumptions made in the learning analysis performed in
ISD 1I.1, Develop Objectives, about entry skills and knowledges of trainees.

e OBJECTIVES

1. Given a lrarning analys<is (output of ISD 11.1) to identify and record for each
task the following infermatici

— Initial breakdown ¢f the tusk into broad subordirate task elements.

reaxQe

(Level 1 and 2 T sk Llements)
— Breakdown of .he task iri- the mest detailed <. Oor'n ate task element for
which training is required. (BASIC Tack £lenients)

2. Having identified and recorded all B..S1C Task Elements, to validate the
BASIC Task Elements for each task to assure ihat the learning analysis
performed in {SD 11.1 was neither carried oul in too much detail nor too little
detail, and to modify the learning analysis as necessary.

e PRODUCTS

This job aid will result in
— a ccempleted Learning Analysis Validation Sheet

— a validated learning analysis for each task

ke i




e MAJOR STEPS IN PROCESS

Step 1. Determine and record the highest level task elements (Level 1) in the
learning analysis.

Step 2. Determine and record the second highest level task elements (Level 2)
in the learning analysis.

Step 3. Determine and record the lowest level task elements for which training
is required (BASIC Task Elements) in the learning analysis.

Step 4. Develop/administer/score BASIC Task Element Test.

Step 5. Determine criteria for MORE or LESS detailed analysis of BASIC
Task Elements.

Step 6. On the basis of the criteria recorded and test scores from the BASIC
Task Element Test, determine if any BASIC Task Element needs
MORE or LESS detailed analysis.

Step 7. With the assistance of the person who did the original learning analysis
in ISD 11.1, determine if additional analysis is feasible; and if so,
perform the additional analysis.

Step 8. Report any changes in the original learning analysis to all persons whose
ISD output will be affected.

e WORKSHEETS USED

— On page G-5 is an example of a completed Learning Analysis Validation N
Sheet (LAV Sheet). A}

e DESCRIPTIVE FLOWCHART

— The flowchart on pages G-54 thru G-55 shows the steps in using the Describe
Entry Behavior Job Aid. The flowchart will be useful in getting a clear
picture of the overall process used in this job aid. A more completely
described flowchart is provided in Job Aids: Descriptive Authoring Flow-
charts, pages G-3 thru G-12,

G.5
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from blocks 4 and 5

List of
Tasks Avarlable
?

Yes
7 4
Gurdance o1 ® Akt of tusks shouid be available as outpul ‘
Obta.mngiPreparing rom 1SD 1 2. C.duct Task Anglysis
List of Tasks ® It a st s ot avarlabie. cequest 1 trom the
pecson respansible tor pertorming the tack
analysis in IS0 1.2 b
© When lis1 has been oblamed. return 1o Descriptve :
Authonng Flowchart 1 3, Desciibe Entey by
& Behavior, Block 6 %
to block 8 é
: 2
E: 4
3
’ %
4 :
;
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3
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- 3
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. B
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from blocks 6 and 7

Tasks
Elements/Skiis No

Guidance lor identitying

ges Ident hed
for Euhy
7
Yes
9
Task Flements/Skitls
and Krgwledges
to block 10

Task elerients 'skills and knowledges shouid be
available as output from 150 (1.1, Develop
Obectives.

H not available request them teum the person
responsible fos performing the learning anatyss

When task etementsiskilis & knowdedges have been
obtened for gach task, return (o Descriptive
Authonng Flowchart, 1.3, Describe Entry
Behaveor, Block 8.




from blocks 8 and 9

Obtain Learning Analysis

® The LAV Sheets are uyed for recording
Vahdation Shests (LAV)

- task elements which wall Iater be used to wdentity pre-test items for use
self-paced instruction.

~ the most detaled subordinate task elements for which truning is required
~ validation results of assumed entry level shils & knowtedges.

® For guidance in oblaining LAV Sheets, see below.

S mor, v e 1

to block 11

e 55 g RN TRy AIT G 2

Where can I obtain a Learning Analysis Validation (LAV) Sheet?

R B e

® LAV Sheets are available for duplication in the back pocket of this manual. '

® To see an example of a completed LAV Sheet, refer to page G-5. :




from block 10

t " |

Setect Fust/Next Tash

@ This block begins the process of recurding information needed to valdate
the learning analyses pertormed in 1SD, i1.1, Develop Gbjectives

t T 3
b ta block 12
j
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trom block 11

Setect Firsi/Next
Blank LAV Sheet

to block 13




b T

from block 12

13

Complete Secton |, » Informatian requited wn Section §
LAV Sheet - Name/Office Symbol

- Date

- Course

~ MOS

' - Skili Level

« For gxample. see below.

to block 14

What does LAV Sheet Look Like aftern Section 1 has
completed?
EXAMPLE:

page [/ o1 33 Tage
ISD 1I 3 Describe Entry Behavior

LEARNING ANALYSIS VALIDATION SHEET

(LAY Sheet]

SECTION

Nome Ott.ce Symior___SEC  Jpskpy 1A [ CoO v __6 /15729
coue _ OSUT (UANE NAWEATIN Saishs ) ¥OS IR B S Lew )

SECTION 11 SECTION tv

Certer w tor MORE DETAILED
Learring Anatytis

SECTION Vv 1
Ay

Ewmony Emating
Skills anc €nowleages

been




from block 13

14 !
Complete Section I, « information requued 1 Sectign N
LAV Sheet Task 10 No
Task
e For example, see below
to biock 15

What doe, LAV Sheet Look Like agtern Section 11 has
been completed?

EXAMPLE:

Page_ [ ot 33 Pages

ISD 11 3 Describe Entry Behavior

LEARNING ANALYSIS VALIDATION SHEET

LAV Sheer
SECTION |
o O er emies _LFL Jnseew (AR [, LGD o /15779
25U L dhs Hoarna B SEIET T fd R B e
SEC, L1}
Tan 10 Ne 336-575-/008 » ey FRem Pinvr A T0 8 \_
%T v SECTION v
o MORE D TANLE ior Er
1A, 3
T
SECTHION v ; |
A v .
! !
1 |
o ~ l
| e
b—— . +




from block 14

o Level 1 Task Elements are the first leved uf tosk Dresk Juwn 1ats subosdinete
tash lgments

Igeatity Heoord A {evel
1 Tash tivments and
Qs atrn toer tyaing Ne

' : )
Setua v Cov AR B o Level | Task Efements will be used o fentily fest otemms tor use  sel! paced
Av S astruttiun
I LAY Sneer
o Y‘"’ = @ Fuc tuther guidance see below
I
to block 16

Why should 1 identigy Level 1 Task Elements?

In ISD [11.2 a decision wili be made as to how each task will be trained, i.e., self-
paced, group-paced, etc. If it is decided that the task should be trained in a self-paced
mode, it will be necessary to identify those task elements and their associated learning
objectives for which the student does not require training. This identification will be
accomplished through the administration of a pretest which consists of test items for
upper level task elements. In this block you will identify Level 1 Task Elements.

How do T Adentify Level 1 Task ELements?

In the learning analysis done in ISD IL.1, Develop Objectives, the task statement and
task elements should have been arranged in a modified pyramid form. At the top of the
pyramid was the task statement, and below that were the task elements and enabling
skills and knowledges. An example of a modified learning pyramid is given on the
next page.

a8
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EXAMPLE:

GET FROM POINT A TO POINT B

I

A i ]
Level 1 Task Elements TRERT WP HIKE WITH FATK
AND COMNPASS
Al [ YI
INTERPRET
R A USE COMPASS
arr | Atz | a2 [ a22 | az3_ |
APPLY RULES
USE LEGEND “ssfs?:":’ READ COMPASS c:ol:mgs FOR USING
COMPASS
aiy | araz | ® ® | a23z_ |
MATCH SYMBOLS
TO ACTUAL MATCH SYMBOLS a2r1 | az12_ | AVOID MAGNETIC
ki TO LEGEND ATTRACTIONS
READ COMPASS
e ALIGN POINTS
A WITH SCALE
ALLLY
IDENTIFY r ]
AZtL A2112
SYMBOLS @ T0 SYMPLIFY THIS
READ VALUES APPLY RULES EXAMPLE THESE
WiTH FOR DIRECTION {TEMS HAVE BEEN
ISERRE] AN1112 INTERPOLATION fOR READING OMITTED
YDENTIFY IDENTIFY l L[ ]
21000 A2111 A21122
COLORS SHAPES A2 2 o
1DENTIFY EqTIFY
A ZERD IDENTIEY
P REFERENCE BLUE POINTER
POINT

In this example, “Get from point A to B” is the task statement. Just below the task

statement are the Level 1 Task Elements: “Orient map and compass” and ‘‘Hike with

pack”. These are the first level skills or knowledges a person must possess before he can

perform the task statement.

If you have a learning pyramid available to you, you can identify the Level 1
Task Elements in your learning analysis by noting their position in the pyramid. They

- are directly below the task statement. If you have no learning pyramid, you should have

some means of ranking the task elements and their associated skills and knowledge.
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If you used the HumRRO Job Aid for ISD 11.1, Develop Objectives, you will have a
letter or a letter/number combination to identify each task element in the pyramid. An
example of the identification system is given below.

G-16

1 | GET FROM POINT A TO POINT B
4 a1 3 1 .
d . L R f 3
1 ; Level 1 Task Elements SRERT WA | TSR |
; i Privirtiad MTHONCK
Al | A2 ]
INTERPRET < >
o USE COMPASS
arg | Atz | az [ a2 | A23_ |
APPLY RULES
USE LEGEND ”;f;:""’ READ COMPASS c&':;“: FOR USING
35 Ccompase
[ I B
ISR | at1z | @
MATCH SYMBOLS [____.J
MATCH SYMBOLS a2 1 AVOID MAGNETIC
TO ACTUAL D LEGEND A211 A212 ATTRACTIONS
TERRAIN owpass
READ COMI
aLies PO ALIGN POINTS
P WITH SCALE
AlLLL
\DERTIFY a2 | 2112 |
SYMBOLS @ TO SYMPLIFY THIS
READ VALUES APPLY RULES EXAMPLE THESE
WITH FOR DIRECTION ITENS HAVE BEEN
[ SARRA} AL1A12 INTERPOLATION FOR READING OMITTED
IDENTIEY IDENTIFY T . r“j__j
21101 A2l A2.1.12. 2
COLORS SHAPES & 2 e 2112
m‘.ﬁﬁ'ﬂ%n ZERD IDENTIFY
" REFERENCE BLUE POINTEA
ARKS POINT

In this example, Level 1 Task Elements can be easily distinguished becuase they are
identified with a letter: ‘“‘Orient map and compass™ is A, and “Hike with pack” is B.
If there were more Level 1 Task Elements, they would have the letters C, D, E, etc.

It is unimportant if you have used another system of identification, so long as you
can determine and record the task element levels. If you did not use a letter/number system
to identify the various levels of elements in your learning pyramid, you can adopt the
system illustrated in the example.

If there are no Level 1 Task Elements in the learning analysis, coordinate with the
person who performed the learning analysis in ISD 11.1, or the person who developed
the critical task list in ISD 1.3. A properly defined task should be capable of being broken
down into at least Level 1 Task Elements.
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How do I necond the Level 1 Task Elements on ithe LAV
Sheet?

When you have located all the Level 1 Task Elements in your learning analysis,
record the element and its identification number or letter/number on the LAV Sheet,
Column A. In Column B, record a 1 after all the first level elements.

What does the LAV Sheet Look Like after the Level 1
Task ElLements ane neconded?

EXAMPLE:

P [ ot 33 _rum
ISD I11.3 Describe Entry Behavior

LEARNING ANALYSIS VALIDATION SHEET

{LAV Sheet)
SECTION |
Name. Ottice Symool __SEC. JOSELH HARRIS /CDo vae_£ [1£/7%
Course ﬂjuz ‘ ‘Mﬂ ‘!’dm‘zhd S&[‘L‘ ) MOS Hd Skiit Leve) ya
SECTION I
Task 10 No _330- 5725 - /008 Yok __frer £oorr porr Are 8
SECTION (It SECTION 1V
Crntenia tor MORE DETAILED Criteria for LESS DETAILED
Learming Analysis Learming Anatyus
% o
SECTION V
1A) [N i o
. Requicemert
Elemen: Enabling Element Test ttem Resuits For Auaitiong’
Skills ang Knowledges Level Learning
% Faiing = Testea Analyss
4 p—
ORIENT MAP ANO CONPASS /
]
8 /
WHE WITH PACK W,
| S
—t—
. \L —
b
S— lI 4 ——— _J
!
- ‘ J{ I ‘
t
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from block 15

tdeatify/Record All Levl © Level 2 Task Elements are the second level of task breakdown inta
2 Task Eiements and subordinate task siemants.
: ssocited identlying No. © Level 2 Task Elemants will 350 be used ta identity test items for use in
[Section ¥, Cots A & B, ait-paced instruction
LAV Shoet] paced imtruct
® For further guidance, see below.

to block 17

ey P o

o T

Why should 1 identify Level 2 Task Efements?

If self-paced instruction is determined to be the best mode for training this task,
Level 2 Task Elements will also be included in the pretest. Ideally, it would be desirable
to include in the pretest, test items for all task element levels. But because of practical
constraints, we recommend that the pretest include test items for only Level 1 and
Level 2 Task Elements.

How do 1 identify Level 2 Task ElLements? i

The methods for locating Level 2 Task Elements are similar to those explained in the
previous block. Level 2 elements can be identified by their position within the learning
pyramid and by the letter/number system. (See example on next page.)




EXAMPLE:

GET FRAOM POINT A TO POINT 6

ar ] atiz | é
MATCH SYMBOLS

: I
: A [ ! 1
£
ORIENT MAP
AND COMPASS HIKE WITH PACK
SR - A2 e
ot 7 mveReney-
LoV L} . USK COMPARS
“Task. Elements: Lol
. ‘ |
an | a2 | aza [ a2z | a23 |
APPLY RULES
USE GRI1D SIGHT
USE LEGEND SYSTEM READ COMPASS COMPASS Fg:“I:SAI:sB

-

TO ACTUAL "‘::’::;::s“s Azt | az1z )
TERRAIN
A oS ALIGN POINTS
WITH SCALE
SCALE
ALLLY
!
(DENTIFY AZLLE 2
it 2100 | 112 ]
AEAD VALUES APPLY RULES
WITH FOR OIRECTION
ALY FERRYT] INTERPOLATION FOR READING
IDENTIFY \DENTIFY I [ _‘—‘j
|l oz aziie
b e AZ14.01 A2l :uzsrmm A21122
c;%w:u‘:m ZERD IDENTIFY
REFERENCE BLUE POINTER
MARKS POINT

How do 1 necornd the Level 2 Task ELements?
r ® When you have located all the Level 2 Task Elements in your learning analysis,
' record the element and its identification number or letter/number on the LAV
Sheet, Column A. In Column B, record a 2 after all the second level elements.

e [f there are no Level 2 Task Elements, record “NO 2” in Column B.

A232 l
AVOID MAGNETIC
ATTRACTIONS

@ TO SYMPLIFY THiS
EXAMPLE THESE -

1TEMS HAVE BEEN
OMITTED

In the example above, the Level 2 Task Elements have been identified by using the
letter of the appropriate level 1 element and a number. Thus, “Interpret Map,” which is
a sub-element of A, “Orient Map and Compass,” (Level 1 element) is identified as A.1.
The other sub-element, “Use Compass,” is identified as A.2. Were there more sub-elements
of A, they would be identified as A.3, A.4, A.5, etc. The sub-elements under B, ‘“Hike
with Pack,” would be identified as B.1, B.2, B.3, etc.

If you did not use a letter/number system to identify the various elements in your
learning pyramid you can adopt the system illustrated in the example.

It is possible that your learning analysis will contain no Level 2 Task Elements.

ey i B B s ok, O,




What does the LAV Sheet Look Like agtern the Level 2
Task Elements are recorded?

EXAMPLE:

Pae__J ot .33 rum
ISD I11.3 Describe Entry Behavior

LEARNING ANALYSIS VALIDATION SHEEY

{LAV Sheet)
SECTION |
Name Oftice Symboi__SEC  Joseen HaAtS [ CDp vae_£ [25/27
Course__QSUT _{ LAND NAutbRTIeN SKiLLS 2 MOS /2 8 = Skl Levei__ [
SECION 11
Tox 1D No_330- $25 - (008 Tox____BET FRor Powa A_To B
SECTION it SECTION 1V
Criteria tor MORE DETAILED Crtera for LESS DETAILED
' Lwarming Analysis Learning Anatysis
% %
SECTION Vv
(AL -1} «1 o
Requirement
Erement/ Enabling Element Test ftem Resuits For Additional
Skilts ang Knowledges Level Learning
% Faing £ Testad Analysis
A
DRIENT 19AP AND (OMPASS /
8 e wirn pack /
ﬂ./ 2
INTERPRET  17AP
AL USE  Commpss 2 \
2
&1 tono rAck
a
8.4 AOTusT PACK STRAPS

Hu “ARC - Propcr | DA ~May 1879




from block 16

Identity/Record Al ® BASIC Task Elaments are detined a3 being the most subordinate task eiement
tor which tedining s raquired.

@ For further guidance, see below.

|Section V. Cols A& B,
LAV Sheet)

to block 18

What 45 a BASIC Task Element?

e BASIC Task Elements are defined as being the result of the breakdown of a task
into its most subordinate elements (or skills and knowledges) for which training
is required.

e BASIC Task Elements were identified in ISD II.1, Develop Objectives, as a result

of preparing learning analysis pyramids. Learning Objectives should be available
for BASIC Task Elements as a product of ISD I1.1.

e The following are assumptions concerning BASIC Task Elements:

— Training is required for all BASIC Task Elements.

— A majority of entering students tested on the test items derived from BASIC
Task Elements will fail them.

— Any subordinate elements resulting from further breakdown of a BASIC Task
Element do not require training.

Why should T identify BASIC Task ElLements?

e You will later use BASIC Task Elements for two purposes:
: — To determine if the learning analysis performed in ISD II.1, Develop Objectives,
L is valid.

.. — To identify test items to be included in a pretest for use in group-paced instruction.

S —

e Determine if learning analysis performed in ISD 1I.1 is valid. In ISD II.1, Develop
Objectives, certain assumptions were made about entry level skills and knowledges
» of the trainee. These assumptions are important because they determined how far
the learning analysis was continued. Each task was broken down to the point where
it was assumed that most prospective trainees had the prerequisite skills and
knowledges for performing the task.

Since the assumptions about entry level skills and knowledges are the basis for
instructional development they must be validated. The validation will assure that the :
basic entry level of the trainee is correctly reflected in the BASIC Task Elements
previously defined in ISD II.1. For example, if you find that all entering trainees :

— mm = — -
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can easily perform the activity related to one or more BASIC Task Elements, then
the learning analysis for a particular task was carried out too far. If this is the
case, the learning analysis for this task will need to be re-examined and possibly less
subordinate BASIC Task Elements identified. On the other hand, it is also possible
that the learning analysis of a task was not carried out far enough, as only a small
percentage of entering trainees can answer or perform test items relating to BASIC
Task Elements. In this case the learning analysis may need to be re-examined to
determine if more subordinate BASIC Task Elements need to be identified.

Identify test items to be included in a pretest for use in group-paced instruction.
After the learning analysis for each task has been validated, test items for all
BASIC Task Elements will be assembled and incorproated into a test. In ISD II1.2,
Specify Instruction Management Plan and Delivery System, a decision will be made
as to what is the most effective delivery system for providing instruction for the
task. If it is determined that group-paced instruction is the most effective, the test
items for BASIC Task Elements will be used to pretest students to determine if
the class as a whole can bypass instruction for one or more of the BASIC Task
Elements.

How do 1 Adentify and record BASIC Task ELements?

Identification of BASIC Task Elements.

— BASIC Task Elements were identified in ISD I1.1, Develop Objectives. You can
determine which task elements are BASIC Task Elements by examining the
modified learning analysis pyramids or Learning Objectives Documentation
Sheet prepared in ISD 1I1.1.

— In the example on the next page, the BASIC Task Elements have been shaded
to make them more easily identifiable (e.g., Identify Symbols, Identify
Graduation Marks, Identify Zero Reference Point, etc.) In the figure, notice
particularly that for purposes of illustration we have shown “Identify Symbols”
as the BASIC Task Element rather than “Identify Colors” and ‘“Identify Shapes”.
The reason for doing so is that we made the assumption (in ISD I1.1, Develop
Objectives) that entering students would already be able to identify colors
and shapes; therefore these task elements require no training and are not
classified as BASIC Task Elements. On the other hand, it was assumed that
entering students would not already know how to identify symbols. This
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ana | Az ] @

EXAMPLE:
GET FROM POINT A TO POINT B
A L 8 j
ORIENT Map HIKE WiTH PACK
AND COMPASS
Ad 1 a2 | %
INTERPRET USE COMPASS
. [ A
arr [ a2 | an | a22 | a23 |
APPLY RULES
USE GRID SIGHT
USE LEGEND i REAC COMPASS ot sg;uﬁsusa

MATCH SYMBOLS | |\, en sYmBoLs
0 ACTUAL o LEoEND A21.1
TERRAIN
':f:tnugg'::ﬁis ALIGN POINTS
SEALE WITH SCALE
A L) 1
weamEy A21.11 22112
-t L -
READ VALUES APPLY RULES
WITH FOR DIRECTION
AT FYLRYT) INTERPOLATION FOR READING
IDENTIFY IDENTIFY 1 A211 E:]:]
A PAplie A21111 2n21] - Az1122
[ wenTiEy :
IDENTIEY ZERG. ] IDENTIFY
AN ] | REFEHERCE | | RLUE PORITER
POMY . . .

@ TO SYMPLIFY THIS

EXAMPLE THESE
1TEMS HAVE BEEN
OMITTED

means that the block “Identify Symbols” is the most detailed task element
in this branch of the pyramid for which training is required; thus it is classi-

fied as a BASIC Task Element.
— A Learning Objective would have been prepared for the task element ‘“Identify
Symbols.” Learning Objectives for the elements “Identify Colors” and
“ldentify Shapes” would not have been prepared since students will not receive
training for these task elements.

— Examine each branch of the learning analysis pyramid to be certain that you
b have identified all BASIC Task Elements associated with the task.

— After you have identified all BASIC Task Elements for a task, check to see if
there is a Learning Objective for each of these elements. If not, chances are good

that you have incorrectly identified one or more BASIC Task Elements,
Remember, it was assumed that training for BASIC Task Elements is required

and therefore Learning Objectives should have been prepared.

e Recording Basic Task Elements in Section V of the LAV Sheet

— Record each BASIC Task Element and the associated identifying number in Col. A.

— Record “BASIC”, in Col. B., after each BASIC Task Element.
— In isolated cases a BASIC Task Element may be classified as a Level 2 (or even Level 1)

Task Element. In such cases record both the Level number and ‘“BASIC.”

G.23
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3
What does the LAV Sheet Look Like after 1 have
neconded the BASIC Task Elements?
i EXAMPLE:
j Pup_[ ot I Pem
g ISD I11.3 Describe Entry Behavior
1 LEARNING ANALYSIS VALIDATION SHEET
1 LAV Shest)
SECTION !
Name; Office Symbot s/ cap one_g /15/7%
Course, S MOS (2 8 Skill Level __ /.
SECTION 11
Tak 10 No - — 100, Task__f£T Fror powr A To 8
SECTION Il SECTION 1V
Criterts tor MORE DETAILED Critena for LESS DETAILED
Learaing Analysis Learning Analysis
% *
SECTION Vv
ta) :2 ici )
Element. Enabting Element Test ltem Results rzf":::::':.. :
Skily and Knowledges Levei Learning i
% Failing = Tested Analysis i
L 5
A -
ORienT 1276P ANO CONPAIS / :
L HIKE wirw PAEK /
4 At
' In7eooRET 1AL 2
A2
Y usEe  CompAsS 2
1 /. 2 \
] LORD PACK
Fpsic
8.2 2 )
RODTuST PACK STRAPS 2851 C ;
P Rl lt !
1 ZOENTIFY  SYmgoL§ BAsic .
AB.11LI i
ToewtIEY 6ONNMATION IIARKS 8asic ,
A2.102.7
TOenTIEY ZERO REFERENCE POINT | BARSIC
A.2.17 22 B
Zo6nTIFy BUUE POINTER aAsic ‘
.
3
HumRRAQ - Propwct 1DA - May 1979
,
¢
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from block 17 N
18 .
i
No Go 1o
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to block 19
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from block 18

to block 21

® Validated task items should be avarlable as
ouiput from 1SD 11.2, Develop Tesss.
® If they are not availabie, request them from
the person respansible tor develageg iest tems.
© Whan validatsd test items have besn obtaned,

ceturn 1o Descriptive Authoning Flowchart,
113, Btock 19.

G-26
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from btocks 19 and 20 i

Prapare BASIC ® The BASIC Task Element Test is comprised of test «ems dervad for ol
Task Element Test BASIC Task Elements. Tha tesz may be & written test, 2 performance
test, o & combination of the two.

@ For further informetion, see below.

to block 22

How do 1 prepane the BASIC Task Element Test?

The BASIC Task Element Test should include all the test items for BASIC Task Elements.
It may be a written test, a performance test, or a combination of the two. It will later be
used to determine if the BASIC Task Elements have been correctly identified, i.e., that the
learning analysis was carried out correctly.

Test instructions should be written out, and the following information should be
included:

Purpose of the test.

Testing conditions to be used.

Scoring procedures to be used.

Time limits, if any, for test administration,
Etc.

For more information, see Job Aid for ISD II.2, Develop Tests, and R.W. Swezey,
Guidebook for Developing Criterion-Referenced Tests, U.S. Army: Research Institute for the
Behavioral and Social Sciences, August 1975.




from block 21

Setect Test Poputation @ For turthes nformanon, see below
Representative ol

Entry Level Students

to block 23

Why do 1 select test population representative of
entrny Level students?

Since you are testing entry behavior, you must be certain that your sample population
is representative of this group. The sample should not include any people who have already
received training in the task(s) being tested. Try to assemble a cross-section of people who
will reflect the diversity of skills and knowledges possessed by entering trainees.

For this test, a group of some thirty people should be an adequately large
sample population.

G.28
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from block 22

Administer BASIC
Task Element

Test/Compile Scares

to block 24

How do 1 administern the BASIC Task Element Test?

When administering the test, be sure that your instructions are clear, consistent and
comprehensive. Also be sure that testing conditions are the same as they will be for the

students who will eventually receive training.

More information about test administration is given in R.W. Swezey, Guidebook for
Developing Criterion-Referenced Tests, U.S. Army: Research Institute for the Behavioral

and Social Sciences, August 1975.

How do 1 compile the scones gon the BASIC Task
Element Test?

In compiling the scores for the BASIC Level Task Element Test, determine the
following for each test item:

o The total number of individuals to whom the test item was administered.

® The total number of individuals who failed the test item.

e The percentage of individuals who failed the test item. (To figure the percentage,
find the number of people who failed and divide it by the total number of
individuals to whom the test item was administered.)

G.29
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trom block 23

.|

X Select Furst/Naxt
E Partially Completed
LAV Sheet

i I
For Each BASIC Task ® For further information, see below.

Etement Recard % Failing
Corresponding Test Item
& Sample Size |Section V,
Cols C& D, LAV Sheet|

1 L—

_ﬁ

to block 26

How do T compile the scones fon the Basic Task
ELement Test?

You have already recorded the BASIC Task Elements in Section V. Column A, of the
LAV Sheet. Now you must relate each test item to its corresponding BASIC Task Element
on the LAV Sheet. After you have done this, record the percent failing each test item
and the sample size used to obtain the percentage of failure. By recording the sample
size, you will have a permanent record of how you figured the percentage.

What does the LAV Sheet Look Like agter the percent
dailing and the sample size have been reconded?

2
il
Jd
o PACK apsic 45 20
8.2 2
ROTUST PACK STRAAPS Bpirc 324 30
Attt s
Tosnriey — SYMEoS érsrc 40 20
£.2.LLLY 2
ZoenTiFy ERAGURTION MARKS garrc| & 30
R21ILI/
LokwTICY 2RO REFENCE POINT 2451C 40 30
h.3.//1 82 23
ZOENTIFy BrakE PONTER BasiC 30

G.30




o The criteria tor MORE/LESS detaued learaing analys:s witt be used in
determining if the lsarning anslysis for a task shouid include more, or
lass, subordinate task slements.

® For further guidance, see below

Outermine/Recard
Criwna tor MORAE/LESS i
Detaried Lanening

to block 27

R e TSINNA CAED

What is meant by "determine criteria forn mone/Less
detailed Learning analysis"?

In ISD I1.1, Develop Objectives, a learning analysis was performed for each task and
BASIC Task Elements were identified. (Remember, BASIC Task Elements are defined as

the most subordinate element of a task for which training is required.) Identi

the BASIC Task Elements was made on the basis of the subject matter expertise of the
individual who performed the learning analysis. One purpose of this job aid is to determine
if the learning analysis is correct or if a more or less detailed analysis should be con-

sidered. For example consider the following two situations:

Yo N N . s

fication of

Situation 1: All entry-type students who were administered the test
item for a BASIC Task Element failed the item (i.e.,
100% failed)

Situation 2: All entry-type students who were administered the test
item for a BASIC Task Element passed the item (i.e.,

0% failed)

e In Situation 1 you should certainly consider performing a MORE detailed learning

analysis. You have no assurance that the task was broken down into
detail. Further breakdown might result in identification of additional
task elements which require training.

o 1n Situation 2 you should certainly consider performing a LESS detailed learning !
analysis. It would appear that this task element had been incorrectly identified 3
as a BASIC Task Element inasmuch as it is already known by our representative
entry-type students. Therefore, a LESS detailed subordinate task element should

perhaps be identified as the BASIC Task Element.

In the two situations above it was easy to decide that MORE detailed learning
analysis should be considered for Situation 1 and LESS detailed analysis be considered
for Situation 2. However, these are artificial situations. Would you consider performing

sufficient
subordinate
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a MORE detailed learning analysis if 90% of the entry-type students failed the test item? . !
What about 80%? Similarly, would you consider performing a LESS detailed learning !
analysis if 10% of the entry-type students failed the test item? What about 20%? In this ‘}
block you will establish the criteria to use in determining if a MORE or LESS detailed ;
learning analysis should be considered. i

How do 1 establish the crniterion to use for
considerning a more detailed Learning analysis?
A Less detailed Learning analysis?
‘ o The example below will assist you in understanding and establishing the criteria to

be used for consideration of both MORE and LESS detailed learning analysis. {
Study it carefully before you establish your own criteria.

A B Cc
- A ~— A e — e
L 1 1 1 | 1 1 | 1 1 _J

0% 10% 20% 30% 40% 50% 60% 70% 80% 90% 100%

Percentage of Entry-Type Students Failing Test ltem ]

WHERE:

A = LESS Detailed Learning Analysis. Any BASIC Task Element for which 0-20%
of entry-type students fail the corresponding test item will be considered for
having LESS detailed learning analysis performed on it.

B = NOQ Additional Learning Analysis. Any BASIC Task Element for which 21-79%
of entry-type students fail the corresponding test item will be considered to
require no additional learning analysis to be performed.

C = MORE Detailed Learning Analysis. Any BASIC Task Element for which 80-

100% of entry-type students fail the corresponding test item will be con- |
sidered for having MORE detailed learning analysis performed on it.




e In the example, on the previous page, 20% was established as the criterion to use
for considering performing a LESS detailed learning analysis. The criterion for
considering performing a MORE detailed learning analysis was established at 80%
in the example. In this example, any percentage value falling between 20% and
80% the learning analysis as originally performed is considered correct.

Rt ot VR Atk s o

o

e It is important that you establish your own criteria for determining when you will
consider performing a MORE detailed or LESS detailed learning analysis. There
are no hard and fast rules for establishing these criteria. However, they should be |
established individually for each task. Such factors as task importance, conse- 4
quence of inadequate training on life and equipment, possibility for self-training,
training time availability, etc. should be considered.

— Task importance. The more important the task is to the overall job, the more
important it is to be certain that all necessary subordinate task elements are
identified and represented in training.

— Consequences of inadequate training. It is especially important that all necessary
subordinate task elements are identified and represented in training when
inadequate training of the task might endanger life or equipment.

— Possibility for self-training. If there is little possibility for a student to learn a
necessary subordinate task element through self-training, then it is important
that the necessary subordinate element be represented in training.

— Training time availability. Theoretically, the time available for training should
not influence your decision in establishing the criteria for performing MORE or
LESS detailed learning analysis. But on a practical basis, if t aining time is
limited, some subordinate task elements may be sacrificed. If training time is
available, be certain that all needed subordinate elements are represented in
training.

e We suggest the criterion for a MORE detailed learning analysis be no less than
70% and no greater than 90%.

o We also suggest the criterion for a LESS detailed learning analysis be no greater
than 30% and no less than 10%.




e After considering all of the above, .

— for especially important tasks,

i
a
!

— for tasks where serious consequences may occur as a result of inadequate training,
— for tasks which the student cannot learn through self-training, and
— when training time is not overly restricted
establish the criteria as follows:
MORE detailed leaming analysis criterion: 70%
LESS detailed learning analysis criterion: 10%

How do 1 necond the crniteria forn a mone/Less
detailed Learning analysis?

® The criterion you will use for considering conducting a MORE detailed learning
analysis is recorded in Section III of the LAV Sheet.

e The criterion you will use for considering conducting a LESS detailed learning
analysis is recorded in Section IV of the LAV Sheet.
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What does the LAV Sheet Look Like aftern the crniteria

gon a mone/Less detailed Leawing analysis have
been neconded?

EXAMPLE:

fo_[ o1 33 P
ISD 11.3 Describe Entry Behavior
LEARNING ANALYSIS VALIDATION SHEET
(LAV Sheet)
B SECTION 1
Nare/Qthice Symbol _SFLC  JOSEFH MARRS [/ € DO Date é/{s /28

Cowsn_0Suz _{AAng Nouaraony Skids) _ MOS L1 Skhlewi_{

SECTION H
SStsn e £ 27
SECTION IV

SECTION 1N
Croteria tor MOAE DETAILED Critena for LESS DETAILED
Learming Analysis Learning Anatysis
70 « %
h N
W
81 (o1
Requitement
Element Enabling Element Test Item Results For Addvtional
Skilis ana Knowledges Levet Learmng
% Faing 2 Tasted Analysis
A o, /
OR1enT 17458 ANO AASS
8. Wlee wow  PACK /

'
!
i

ERGEBR AR A D

s

R
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from block 26

Examina First/Next
BASIC Task Elgment
{Section V, Cals A& B,
LAV Sheet]

Detsrenine it % Faiting
Tuat Item (Col C) s
Greater Than or Equal 1o
the MORE Detailed
Criteria Recorded in
Section 11}, LAV Shest

|

to block 29

@ For sxsmpia, ses befow.

How does LAV Sheet Look if the pere

entage failing

A8 gheater than on equal to the "MORE detailed"
critera?

EXAMPLE:

weenun 1

Name:Ottice Symbol

Uste

Course,

MOS______ Skal Level

SECYION N

Tam 0 No_330-85725- /008  Yew___[ET FRorm Muwr B 10 8

SECTION 18

Critena for MORE DETAILED
Learaing Analysa

SECTION v

Critera for LESS DETAILED
Leacning Anaiysn

Wiinied

ZarwriEy Biuk RONTER

0 - .
SECTION v i
{al B [} [+])
Test ttern Results Requiremer:
Element’Enabiing Element for Additonal
Skilis and Knowledges Level Learrming
% Faling = Tested | Analyss
A
ORIENT [IAP ANO COrMPASS /
]
S pwe wirw tack /
—
Al
INTERPRET  MAP 4
—_— N
4.2 USE (OmaAsS 4
ﬂ}.
&/ Aono rPack 2 45 30
- o BAsic
2.2 P
ROTUST PACE STRARS 32 30
Y- Il
—t S—
BLLL!
ZDENTIFY  SYmaocs 8asic 40 30
—
LNy 206
ZOENTIFY GAMuRTION AIRX S 8AsrC
‘it st — j S S
Ad. 14D ; 1
LOFntiFy 2Ek0 REFERENCE Rowr i“’" 0 30
Al 22 | |
-7 1774 23 2n

[P L3N




from block 28

%
Failing Grsater
Than or Equal to MORE
B‘bib;l Criteria

Yes

Record “MORE Detailed” o For sxampls, see below.
{Section V, Cof O,
LAV Sheet|

Goto
Block

to block 31

1.4
What does LAV Sheet Look Like when "MORE detailed"
44 reconded?
EXAMPLE:
J %
SECTION v r
Al (L1} {Cy [[+])
' Elment Enabling Element Test ftem Resulny 52:":;::::«
i Shills ang Knowledges Levet Learning
L——-—~— . % Faing 3 Testeo Analyss
.
|
]
- ,
B i
—— e
? [z/;»;/ry SIMEoLs ‘;Aﬂr/c 0 30
- i 2 . NoRE
» FNYYY | ; >
| zoconrs swaomen maes (o7 | i, 7 (e
FENYEN | r w0 2
. | Toenriey 2609 ReFEReme ot 1 8ASIC ? 1
#1434 ", 30

1




from block 29

n

Osterrmne of % Faling o For examgls, se¢ Pelow
Test Item (Cot C) iz Less
Than or Equal 10 the
LESS Detuled Crtersa
Recarded 10 Section 1V,
LAV Sheet

to block 32

[

r What does LAV Sheet Look Like if the percentage
falling £is Less than on equal Lo the "LESS .
detailed" criteria? |
EXAMPLE: |

PRI AVY .~ I
SECYION 1} SECTION 1V
i terg ‘ot MORE DETAILED Citena for LESS GETAILED
cearmng Anatvs Learning Analyss
% 25’\
ECTION V I
seer 1A 81 l < ]}
Tost item Resolt Requirement
Element Eaabling [ For Add.tiona
nd X wei T I Leaming
2 Sk s and K naw'edges Leve \ For e renes e
N , e
A
SRENT  PIAP AND (DMPASS /
- B e 4—} s e— --«r--——VA R
MHIKE wirw PACK / '
i e B S S
7 2 |
TINTERPRET 1MAP i ] J_
A.d
PN/ b 2
——— e e —e— - — ««{L— e e
8-/ LoRD  PACK 2 45 30
.9,‘)5/(J )
R [N S SR
8.2 2
AOTUsT PRk STRAAS P 32 30
At Sl |
3o Y
ZDENIIE Y SYMBCA S | gasrc €0
ALl 01 T’ w4 30 PORE
ZOENTFY SAMOUATIOY FIARKS 1‘9"”"[ - f detacted
L - A 4 t o A ]
|
A ' | ¢
i " BASIC : 60 ! 0
Loenriry AKR0 REFEREMCE FormT 0 e l ]
= JENT Iy ALRO REFERENCE 1% i \
AAdlrrdd .
- BAsw I 30
TOEnFy BuuE ROipTER L T . o




from block 31

2

5%

Faiing Less

Than or Equal to LESS

Oetarled Criterta
?

No

to block 34

Record “LESS Detated™
{Section V, Col D,
LAY Sheet|

® Fut exqonle, see below

to block 35

What does LAV Sheet ook Like when "LESS detailfed"

A5 neconded?
EXAMPLE:

SECTION v
swne QETAILED Criteca tor S5 DETAILED
ewrirg Acky s Learning Araiy s
* A
SECTION V
1A} B el s
Ay reme
E-erwnt Enabiing [ Etemwnt Test e Revart Fue A v
Shols any Know!eages Level Leat G
% Faiing } = Tested Arveus
R T ————————————.—..
r’k R T T T
| |
i i
| |
e T T
I
!
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b — TVA _Jkré—-‘[—vﬁ—_«f#”ﬁ{
Al T '
|
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Al ) il NCRE
| B oA S
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| vy o s T e
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TDENTIFY 2ERC AEFERENCE PO , BAc {4 i z
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A4 1022 | ' LESS
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| - e
1 |
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from block 32

n |

Record “None”
{Section V, Cot 0.
LAV Sheet}

[

from block 33

@ Fot example, see béiow

I
to block 35

What does LAV Sheet Look £ike when "NONE" is

necornded?
EXAMPLE:

SECTION i1}

Criteria tor MORE DETAILED
Learning Analysis

SECTION IV

Criteria for LESS DETAILED
Learning Anatysis

TAENTIFy  Bruk PONTER

SECTION V
{A) B C, D
Element: Enabling E'ement Tewt item Rusuits
Skl and Knowledges Level Learn o
2 Faiing ] = Teste Anaigss
e | A N
t_ ]
‘ i
A | -
| |
.‘ !
4= e
Al Hse Lamonss ) 2 | '
T
|
Loap  PACK l”m ®5
- S
8.2 ST PACK STRAPS [ Z 32 f 3
ALTU. |.9/95/c : i
b— - —— —————— ] e R
ALl ! )
c c :
ZOENTIFY  SYMEeLs \8gsic 60
e e
A | ‘ N
Tosni . Ghsounriay rrapes 9P, 8
S U S g e
Al Lt/ !
LOEnTIEy Z6RD REFERENCE Ponr | EASIC 60
£ 0382 B
BATIC a3
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from blocks 33 and 34

3

Have
Al BASIC
Task Eitments Been
Examined

?

Yo

to block 37




from block 35

[
MORE
Detailed and/or LESS
Detailed Recorded
w C(:I 0

No
3
v
Recurd | @ Forexample. see below
“MUHE ANAL Y3E
on Top ot LAV Sheet
b—
to block 38

What does LAV Sheet Look Like when "MORE ANALYSIS" !
L8 reconded?

-
EXAMPLE:
IMIORE ANALY SIS
ISD I1.3 Describe Entry Behavior
(LAV Sheet)
SECTION |
Name Ott.ce Svnwn _ SFL  TOLEPE HARRI, / LOL Date__4 /1S /79
Covwrse ___QSuT g;,“ DALIEAT O Kl d MOS J2R8 sk Leve _ /
SECYION 1t
e Lo 330 5251008 ran__GET FRurt Poinr B 10 8
SECTION 0 SECTION i\
e MURE DETANED Crteria tur LESS DETAILEL
rarr07 Angiyie Learming Anaiys.y
T 25,
SECTION Vv : 1 !
1A LTI iC i o
] i '
| | Tost trem Rests o Regueene
E-erent tabing Element > ond
Skatts :m'y w):«tez:gw. E I:eve' e “-_l ! LMM
L S S T ot I o
A | T i
CRIENT [TAP NG (ONFRTS ! ‘
- - -
8 ! ‘ !
NIFE with PACK -4 ' i ‘
e - _ }
ﬁ B
LYTERFRET /AP 2 ! |
——— -—— S e Jf — -4— A+— —
A d : ! |
UsE  C0rPRSS S ‘ !
_ U S A—“ PR e e _— J__q——
8./ . A __
(0BD PACK s | 45 30 | wvowe
[ N S
4.4 ; R - *
ROTUST  PACK  STEARS w31 35 NONE
L e e e e
A 4L ) . _
IDENTIFY — S¥M180LS 1 gasic 60 30 noNE
SO VO Y U S
R 14t ) MORE
ToENTIEY  bRRGuRTION [IARKS assic’ 82 30 detastedd
I - . ' R e ]
Ad s
.o e . ~Cne REAEDENIE AOINT BAS:C 60 R 20 . NONE




from blocks 36 and 37
3

Hove All Tasks
Besn Examineg
)

1o block 39

a4 o
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from block 38

ANALYSIS” Recarded
on Top of Any LAV

Separate ® LAV Sheats are separated nto twa piles:
“MORE ANALYSIS” - Those task foc which addstional lssraing
LAV Shests From Other analysis should be conmdered (MORE

LAV Sheets ANALYSIS recotded on top ot LAV Sheet)

~ Those tasks far which no further lssrning
analysis s needed

l

to block 43 to block 42 :




from block 40

Report 1o Suparvisor » For further information, see below
Tasks Requiring MORE
ANALYSIS and Those

Asady tor 1SD 11.4
Activities

to block 42

Why nepornt to supervison the tasks requirning more
analysis and those ready gorn 1SD 11.4 activities?

Your supervisor will decide how to proceed with the ISD process. The decision to be
made is whether the tasks which do not need additional analysis should be sent on to i
the next ISD block, 1.4, Determine Sequence and Structure, while the other tasks receive
additional analysis. Or, whether it would be wiser to keep all the tasks together and wait

until the additional analysis is completed before sending any tasks on to the next block,
11.4.




from block 41

S e

Re-examing Previousfy @ For further information, soe beiow.
Conducted Learning

Analysis for Tasks Labeled

ADDITIONAL ANALYSIS

and Modify Learning
Analysis a5 Necessa

Sotw
Biock
n

Who should be involved in the ne-examination of the i
previously conducted Leauing analysis? i

Contact the person who conducted the original learning analysis for any task in which
the analysis is in question, (i.e., those tasks for which “ADDITIONAL ANALYSIS” is
recorded on the top of the LAV Sheet). This individual may be able to provide valuable
information concerning why and how a particular task was broken down into subordinate
task elements or skills and knowledges.

Therefore, it is strongly recommended that you work as a team in the re-examination
of learning analysis of tasks in question,

v
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What should we Look forn when re-examining the orniginal
Learning analysis?

The LAV Sheet for a specific task was labeled “ ADDITIONAL ANALYSIS” because
the learning analysis validation indicated that the assumptions made in original learning
analysis concerning the entry level skills and knowledges of potential trainees were
incorrect. The validation may have indicated one or both of the following:

o The task was broken down too far for one or more task elements and therefore
“LESS detailed” learning analysis should be considered, (i.e., entry-type students
already know the skills and knowledges required for a task element identified as a
BASIC Task Element.)

¢ The task was not broken down far enough for one or more task elements and
“MORE detailed” learning analysis should be considered, (i.e., an extremely
large percentage of entry-type students failed the test items associated with the
BASIC Task Element and there is a real question as to whether BASIC Task
Elements have been identified at a sufficiently detailed level.

Therefore, the learning analysis previously performed must be carefully re-examined

for each task element in question and a decision made as to whether the learning analysis
should be modified.

] G.47
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When re-examining the original learning analysis always examine the modified learning
pyramid in its entirety. For all BASIC Task Elements in question (“LESS/MORE
detailed’ recorded in Column D, LAV Sheet) the re-examination should include the
following considerations:

e If LESS detail is indicated you must consider the question:

~— How does the task element presently identified as a BASIC Task Element relate
to other BASIC Task Elements in the same branch of the pyramid? Look at
the example below. For purposes of illustration assume two situations occurred
as a result of the learning analysis validation.

1

APPLY RULES
FOR DIRECTION
FOR READING

f_—lﬁ

{DENTIFY
Z2ERO IDENTIFY
REFERENCE BLUE POINTER

POINT

Situation 1: Assume that the validation produced the following results:

—~ Both “ldentify Zero Reference Point” and “‘identify Blue Pointer’’ were
incorrectly identified as BASIC Task Elements. Validation results indicated
that entry-type students already know how to identify zero reference point
and the blue pointer. Therefore, “’LESS detailed”” has been recorded on the o
LAV Sheet for these task e ements.

In this situation you should consider re-classifying the BASIC Task Element at a
less detailed level. “Identify Zero Reference Point"” and “Identify Blue Pointer”
would be dropped as BASIC Task Elements (and not be included in training).
“Apply Rules for Direction for Reading’’ would be classified as the new Basic
Task Element.

Situation 2: Assume the validation produced the following results: ‘

— “Identify Zero Reference Point”’ was correctly identified as a BASIC Task
Element.
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— “ldentify Blue Pointer’”’ was incorrectly identified as a BASIC Task Element.
Validation results indicated that entry-type students already know how to
identify the blue pointer. Therefore, ‘‘LESS detailed’” had been recorded on

the LAV Sheet for this task element.

In this situation, if it were decided by you and the person who performed the
original learning analysis that training is indeed not required for “Identify Blue
Pointer” then it would be dropped as a BASIC Task Element. However, in this
case you would not classify the task element “Apply Rules for Direction for
Reading” as a substitute BASIC Task Element. Why? Remember, we earlier
defined a BASIC Task Element as being most detailed subordinate elements of a
task for which training is required. In this situation “Identify Zero Reference
Point” is the most detailed subordinate element of this branch of the learning
pyramid, Therefore, in this situation the result of our re-examination might be
that we have one less BASIC Task Element.

If MORE detail is indicated you must consider the question:

— Can the task element presently identified as a BASIC Task Element be mean-
ingly broken down into further subordinate elements (or skills and knowledges)?
For example, “Identify symbols’ could be broken down into subordinate
elements ‘““Identify Colors” and “Identify Shapes”. On the other hand, if “Iden-
tify Blue Pointer” was the BASIC Task Element and the validation analysis
results indicated “MORE detailed” learning analysis should be considered, you
might be hard pressed to meaningfully break this task element down further
into more detailed subordinate task elements. It will be necessary for you to
use your own judgement (or the judgment of other subject matter experts) in
determining if a task element can be broken down into more detailed sub-
ordinate BASIC Task Elements. In reaching your decision, ask yourself the
following types of questions:

— I the task element is broken down into more detailed subordinate task
elements, will it be possible to prepare meaningful learning objectives for
the new BASIC Task Elements?




— Will it be possible to prepare meaningful test items for the new BASIC Task
Elements?

— Will there be sufficient time, equipment, facilities, etc. for training of the
new BASIC Task Elements?

If the answer to any of the above questions is NO, then you should not break the
task down into more detailed subordinate task elements.

What other things must be considered if a modification
45 made to the Learning analysis forn a task?

For any task that you make modifications to the learning analysis, you must consider
the effect of the modification on:

e Learning Objectives

— Suppose the LAV Sheet indicates that LESS detail is necessary for a BASIC
Task Element, and you have decided to replace this basic element by moving
up the pyramid to a higher level task element. As a consequence of this change,
the original BASIC Task Element will not be included in the training program,
and the learning objective for this task element will no longer be needed. Be
certain that these learning objectives are deleted so that they will not inad-
vertently be included in later training.

— If the LAV Sheet indicates that MORE detail is necessary for a BASIC Task
Element, and you have decided to break down the basic element into still
lower skills and knowledges, you will need to prepare learning objectives for
all new BASIC Task Elements identified.

— Check each task element in the learning pyramid that is scheduled to be
included in training. Make certain that you have a learning objective for each
of these task elements, amgi__fgr only these task elements.

— Be certain that any changes in the learning analysis are also reflected in the
“package’” (output) resulting from ISD 11.1, Develop Objectives.
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e Test ltems

— For the same reasons as explained above under learning objectives, test items will
need to be deleted or added.

— Check each task element in the learning pyramid that is scheduled to be included
in training and therefore to be tested. Make certain that you have a test item
for each task element, and for only these task elements. To complete this
process you should coordinate with the individual responsible for ISD I1.2,

Develop Tests.

IF YOU MODIFY THE ORIGINAL LEARNING ANALYSIS FOR

ANY TASK, IT WILL BE NECESSARY FOR YOU TO RETURN
TO BLOCK 11 OF THIS JOB AID TO VALIDATE THE NEW
LEARNING ANALYSIS




from block 39

Report 10 Supervisor ‘ ® For turther information, see below

to block 44

Why nrepornt zo youn supervisor?
You should report to your supervisor to show him the following information:

® An LAV Sheet with 3 levels of task elements identified: Level 1, Level 2 and
BASIC Level.

e If necessary, a corrected learning analysis that accurately reflects the entry level
skills and knowledge of trainces and the BASIC Level Task Elements.




Mk

from block 43

Was

Learning

Analyt Moditied for

Any Task
2

Coordinate With
Individuals Who Performed
Analysis Activities

(1SD Phase I} 1or Which the
Learning Analysis wes
Modified

® Modification of the fasrring anatys:s
may require changes in the products from
previous 15D biocks.

® For further information, see below.

to block 46

Why coondinate with individuals who performed analysis
activities 4in ISD Phase 17

You should coordinate with these individuals to inform them of any changes made
in the learning analysis. These individuals should determine if the changes affect the out-
put of their ISD block. If so, the necessary revisions should be made. Revisions may
also be necessary in the Soldier’s Manual and the Commander’s Manual.
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from blocks 44 and 45

® Durng the lsasmng snalysis vahidatson process
information may have been obtained 1hat would
be usetul 1o parsons who wll be engaged in the
IS0 steps that follow this one

\
informaugn
orking

LJ
in Other 1SD
Blogks

No

Yes

Record Cammaents on ® Comments are recorded and submitted 10
1S0 Coordinstion Sheet appropnate parsans.

» For jurther quidance, she beiow.

‘ STOP ’

What is8 the impontance of preparing comments for people
wonking in othen steps of the instructional systems
development process? How do 1 necord them?

e In order for the Instructional Systems Development process to work effectively it
is imperative that there be forward and backward communication between the
people involved in the process. At some time or other you have probably com-
plained about the input that has been provided to you. Sometimes, you may
have had to do work that should have been performed in previous steps.

IT IS IMPORTANT THAT YOU FEED THIS INFORMATION BACK
TO THE APPROPRIATE PEOPLE SO THAT REVISIONS CAN BE
MADE TO EFFECT IMPROVEMENT IN THE END PRODUCT.

In your research for this step of the Instructional Systems Development process
you may have discovered additional information that you think may be useful
to people who will be working in steps that follow this one. If so, it is equally
important that you pass this information on to appropriate people.

REMEMBER, COMMUNICATION WITHIN THE INSTRUCTION
SYSTEMS DEVELOPMENT PROCESS IS CRITICAL FOR
EFFECTIVE INSTRUCTIONAL DEVELOPMENT

e A copy of the ISD COORDINATION SHEET can be found in the back of this
manual. Make sufficient copies to enable you to send one to every individual
you wish to communicate with—plus copies for your records.

e Complete the ISD COORDINATION SHEET in duplicate. Send one copy to the
individual and attach one copy to the package of LOD Sheets.




7 Mawe
Y. Readtne
niroduction 1o the Use ol
Jub Avty

>

N

Have
You Used

Betore
’

Want

to See an

Overview af the

Job Aig
?

This Jub A ¢ -

Introguctiun to the Use
at Jub Mvds

Describe
Entey Behaviar Job Aid

—

No
5
Overview of
6
List o
Tasks Avariable No
2
Yes
7
[ Gundance tor
Obtasnng Preparig
List ot Tasks
8
Tasks
Elements/Skilts No

& Knowdedges Identtied
for Each Task
?

Setect First/Next Task

I
2

Setect fust/Next
Blank LAV Sheet

13
o
Compiete Section I,
LAV Sheet

14

Complete Sectwn 11,
LAV Sheet

Idesuty/Record ANl Level
1 Task Elements and
Assneiated Identitying No.
{Secuon V, Culs A& B,
LAV Sheet|

\dennty/Record Ail Level
2 Task Etements and
Assccrated Identifying No.
(Section v, Cols A& B,
LAV Sheetj

idenuty: Recard All
BASIC Task Elements and
Associated 1dentiying No
[Sectiun V, Cols A R B,
LAYV Sheet]

Guidance for Igentitying
Task Elements;Skilly
and Knowledges

]

Obtain Learmng Analysis
Validahion Sheets (LAV)

I

Al

Tasks Selected Ne
3

es) ltem Available
for Each BASIC Task
Element
2

Yes

Guidance for

Obtaning/Pregaring
Validated Test ltems

2
Pt )
Tash Eiement Test

-

Seteet Test Population
Representatwe of
Entry Level Srudents

"

Admnister 8ASIC
Tash Etement
Test Compile Scares

Setect First/Next
Partially Completed
LAY Sheer

|
|
|
|

For Each BASIC Task
Element Record % Failing
Corresponding Test flem

& San.pte Size [Sectian V.,
Cois C & O, LAV Sheet!

Determine/Record
Criteria for MORE/LESS
Detarled Learning
Analysis

I3

2

Examine Furst/Next
BALIC Task Elemem
|Section V. Cals AS B
LAV Snheet]

Deterrmune ot = Faiing
Test biem (Cal Ch s
Greates Than or Equai to
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Determung 1t » Failing
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Than or Equal tg the
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LAV Sheet
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Fatng Less

Than or Equal v LESS
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1

Record LESS Diraied”
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LAV Sheet|

fRecard “None
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Al BASIC

Task Elements Beert
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MORE
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Record
“MORE ANALYSIS”
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‘MORE %
ANALYSIS” Recorded
an Top of Any LAV

Separate
"MORE ANALYSIS™

LAV Sheets From Qihet
LAV Shonts

Repor! 1o Supervisar
Yaurs Requinng MURE
ANALYSIS ang Those
Ready tor 150 i 4
Actwites
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Congucted Learning
Analysis for Tasks {abeled
ADDITIONAL ANALYSIS
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Anatysis as Necessar
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Yes
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Analysis Activities

(IS0 Phate 17 far Whieh the

Learning Anatysis was
Modi(ied
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JOB AID FOR
DETERMINE SEQUENCE AND STRUCTURE

I1SD 1.4

Manual

This is the 8th in a series of ISD Jab Aids for use in instructional design and
development, This volume is to be used as a supplement to the primary document,
“Job Aids: Descriptive Authoring Flowcharts ISD 11.4 Determine Sequence and
Structure.”” The flowchart document will direct you to specific guidance, examples,
and references provided in this volume. If you do not have the primary flowchart
document, request it from your supervisor.

. The wording in this manual should not be construed to
discriminate between the sexes. In order to avoid a
repetitious use of the terminology, “‘he/she,” the terms,
“he,” “him,” and “his,” as well as “men,” are intended
to include both the masculine and feminine gender. Any
exceptions to this usage will be so noted.




ISD 11.4 Determine Sequence and Structure

. A
‘ START ’ i
: E
¢
Nuw\ ® This introduction provides the user with i
You Read the No INSUTUCTion On the basic structure of the I
to the U Job Aids snd Guidance for theis use }
of Job Aids {
? !
Yes !
Introduction 10 the Use « Reter tp introduttion.
of Job Aids
to block 3




from blocks 1 and 2

® Overview mciudes
Want — Godl
ta See an - Objecves
Overview of the - Producs
Job Aid ~ Major steps n pruces:
? ~ Worksheets used
- Descoiptive towchast

Overview of Job Ad ® Fot detailed overview, see below
for Sequence and
Structure Objectives

to block 6

What 48 the fob aid for sequencying and grouping
objectives all about?

o GOAL

— The purpose of this job aid for sequencing and grouping learning objectives is
to help assure that when instructional materials are developed, each learning
objective is placed in the best relationship with other learning objectives to:

— produce the most learning in the shortest period of time

— help the soldier make the transition from one skill or body of knowledge
to another

— assure that the supporting knowledge and skills are acquired before dependent
subject matter is introduced.

— In short, your task in this block is to identify the NATURAL ORDER OF
LEARNING that is inherent in the objectives you wish to train.

e OBJECTIVES

1) Given a list of learning objectives, arrange them in the sequence in which
instruction will be presented to the trainees.

2) Given the sequenced learning objectives, arrange them into major groups to
simplify further handling of broader content areas, i.e., modules, chapters,
sections, etc.

H.4
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¢ OVERVIEW OF MAJOR STEPS IN SEQUENCING AND
GROLUPING OBJECTIVES

Step 1. Sequence the learning objectives for each task in which the following rela-
tionships between objectives are shown:

a) dependent

b) supportive

c) independent
Step 2. Group terminal learning objectives by instructional setting
Step 3. Determine appropriate sequence of terminal learning objectives

Step 4. Structure terminal learning objectives into groups

Step 5. Identify and group learning objectives which are identical between tasks or
elements/skills and knowledges

Step 6. Identify and group learning objectives which have common elements

e PRODUCTS

Use of this job aid will result in the assignment of a group letter (i.e., A, B, C, D, etc.)
and sequence number for every TLO and LO in the course for which you are develop-
ing instruction.

o WORKSHEETS USED

' The worksheets used in this job aid are the same as used in the job aid for ISD II1.1
) Develop Objectives. They are:

~Learning Objectives Documentation Sheet (LOD Sheet) (See example on .‘.
next page)

H.5
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EXAMPLE:

Tito St«aum &: 1

ISD 11.1 Develop Objectives Teo G““‘ LeMer: A
LEARNING OBJECTIVES DOCUMENTATION SHEET
{LOD Sheet)
Name/Ottice s.mml_S_FC Albezfs_lo_buga_,v O D-«JU.WJL_.
couse_Lnamnd Na,m'a..-\"ran Kills . _ _

Ton 10 No 330-875-1008  Institvtion

TERMINAL LEARNING QBJECTIVE

acvon suwmens_tha trainee witl hike from pons A 4o ponr B -

Condons Statement #nwul_btmﬂ pacK . L

Stans -+ Sttemert (uidbiiin S hooes . __ J [

SECTION U

Ay {:1 . iCh
GGmmentoaing é.,&‘: j Learmung Ofiecte (Actn Canetd o & Seumtands
A - |7oio}‘"5(];{[:l;<&dl o compass 1 unFamilier
7 ap end | terran  tha $raiee w/'ll oriea+ the me Jearn i -
8,':;:,,’" r A leccordihy tv mc,n“-«'. Norsm ’ ..,,:,-, A-1
> Al T 1008 T When located i unfamilinr tervain i mivie” T
Prasiree will 3e/act +ha Correct map For #he learam -
~mMa
Interprot map M R e lear ’3 A-2
AT T Tloog  When located 1 vnfamiliar tervain, the ‘N/ T
Use legend ALl rakee Will pant out § ectued Ferras classity p_3
Heatwres wWhich corvespond +o +he mapagmbels Ay
L Lol .- A . i
<ALl 1008  Given & Beries of Photes of actuel terrain M/
Match symbads +o (a1 €eatures, the $rasaee Wil Sorsd $hea mis divran- Aoy
Saboad $orram 9rovps undes +he apprspriste oymbel Saring
AL 7000 Given & map, tha brssnee will metuh tha  Wldit
Maitch symbels + ALl mbesls 4o He map Jogend by drawns frayebjuns 4. &
IQ’M‘ . ANeching lines Fram l:,—u +o end ¢ aimonts
AL Ti00f Given 12 ehamplas of mep symbslt, stabe  Mlidewi-
Tdanstfy symbils ALl Whad e Symbels sadicate. M1 1a muss be i,us,aq.,—ﬂ L
I 1densi Fiad covracty. ¢ Bigmbely
rALLLLLE * e T e e ’ : 7
TdansAy colors nome
(AL, T - ) -
T denri#y snapss nons
AL [00f ‘Bivea & Compass i onfamilicsr Farras, tra  Mirie
Vee compass A.2 trairee will determire +he directtons: Nonps, Iwuu, ﬁ_ 7
Kaer, Sovth ond Wast from his location wusA
S -t PO St et G L S
‘e , | i
! ] !
L - 1 . . S SR
T -
“ ]
_w_hL nhhhﬂ sKills snd Knowledges nat shown L
11 X T
| i i
l | |
" - R
| |
w8 1009 [Given a ¥0 16 backpask, 1t trwinee will /Jnu ]
HiKe with paek | B hixe non-640p from pomvi A o puai B withu morer | A -1y
D hows sxell




i — Terminal Learning Objective LP Card (white)
ﬁ — Learning Objective LP Card (yellow)

See below for completed examples.

TERMINAL LEARNING OBJECTIVE LP CARD
Task #_ 330 - 575"/002 Group Letter __H__
Instructional Setting o MSZ’I TRTI0A) Sequence # __ J
Learning Objective # __I_Qﬂ_z

Action Statement:

hike $rom fLoNT PR o powr 8

(white card)

b LEARNING OBJECTIVE LP CARD
Task # - -/00 L0 Sequence # l

! Element/Enabling S&K # A LO Group Letter
) M/rvie Ic.a.r»mf

Learning Category/Subcategory TLO Sequence #
Learning Objective #__ /00 ¥ -A TLO Group Letter _ A

Action Statement:

O ereny ™meg 3 co v gass

(yellow card)



=

o DESCRIPTIVE FLOWCHART

— The flowchart on pages H-49 thru H-50 shows the major steps in the use of the
Job Aid for Sequencing and Grouping Objectives. The flowchart will be useful to
you in getting a clear picture of the overall process used in this job aid. A more
completely described flowchart is provided in Job Aids: Descriptive Authoring
Flowcharts, pages H-3 thru H-12.




e Lo

from blocks 4 and 5

Guidance for Obtaining
List of Lesrning
Objectives

to block 8 to block 9

Terminel Learning Objectives (TL0s) snd
Leacning Objectives (L Os} shouid be availsbie
8 output from SO 111, Develop Objectives

® 1f YLOs and LOs are not svailable, txquest
them fram the person responsuble for
developing objectives 1n ISD 4.},

® When TLOs and LOs have been obtaned,
return 10 Dascriptive Authoring Flowehart
114, Determine Sequence & Structure, Block 6

H-9



from block 6 from block 7

8
W .
Job Aid
Used tor Developi Yo
List of TLOs
and LOs
No
9
Obtsin LOD Sheet for
Each TLO snd
Agsociated White &
Yetlow LP Carthh
10
Examing First/Next
LOD Sheet

"

Combine Yeltow LP

Cards fac Which LOs
Wert Prepared With
Associated White

LP Card

Al
LOD Sheets
Examined

?

to block 13

The parson responsible for devaloping abjectives,
IS0 1.1, will know it Job Aids ware used for
developing the list of TLOS and LOs.

@ f the Job Aid wes used for developing
TLOs and LOs, Learning Objectives
Documentation Sheets (LOD Shests) and
white and yeliow Lesrning Pyramid Cards
(LP Cards) wiil b available as output.

® For each LOD Sheet there shouid be one
white LP Card and severst yeliow LP Cards.
The white LP Card represents the TLO and
the yellow LP Card represents the
amociated LOs.




from block 8
[}

Obtain Learning Objectives
Gocurmentatian Sheets
{LOO Sheets) and Wit
g Yollow Lasrning
Pyramid Cards (LP Card)

“

Setact Firyt/Naxt 710
Wath 1ts Anociated LOs

b

1%

Select Blank
LOD Shewr

Compiere Section |
of LOO Sheet

|

Compiets Saction it
of LOD Sheet

to block 18

& LOD Shests and white and yetiow LP Cards #re availabia for duplicstion in the
pocket at the back of Job Aid for Developing Objectives Manual.

@ For gurdance see Biock 12, page E-S, Descriptive Authoring Flowcharts,
S0 1.1 Develop Objectives.

@ For gngance see Blocks 1417 pages E'5 & E-6, Destriptive Authoring
Flowcharts, 1S 11.1 Develop Obyectives.

k-




from block 17

P - b e

138

Select Blank White
Learming Fyrannd Casi
{LP Card)

iacl "

19
Record” @ Guidsnce is avaitable in Black 19, page E-6, Descripuve Authoning Flowcarts,
Task # 1SD 11 Develop Objectives,

instructional Setting
L Learning Dbjectve #

o i Y Ml

Action Statement

s

to block 20 .
E * ’
3
L 4
E
]
H.12 .




from block 19

n |

Select Several Yellow
Leasning Pyramid
Cards (LP Cards)

il

"_Fw Each Etment/

Enabling Skilis and
Knowledges Shown on
LOD Sheet Complete a

Yellow LP Card
2 ‘[
—— O

Comine into a Stace
White and Yellow

LP Cards Associated
With LOO Sheet

I

to block 23

® The nformation required on the yeHow LP Card is
- Task & — Learning Objective =
Efement/Enabling S&K = - Action Statement
Learning Category/Subcategory
& The above tnfarmation 15 available from the LOO Sheet.

® Group Letter and Sequence = is left blank at this point.




from block 22 i

for AIl TLOs and
gs

e b
PP SOy

Study the Types of
Relationships Between
Obyectives Which May
Aftect Sequenting of

the Objectives

« There are 3 types of relationships.
- dependent
- ndependent
~ supportive

® For further explanation, see below.

to block 25

How do 1 determine the relationships between
objectives?
e Keep in mind that there are no hard and fast rules for sequencing objectives. How-
ever, there are rules of thumb which will help you devise a reasonable sequence.

® In order to sequence two learning objectives, you must first determine the relation-
ship between them. Two learning objectives may have:

1) a dependent relationship, in that mastery of one requires prior mastery of
the other.

2) an independent relationship, in that they are totally unrelated and independent
of each other; or

3) a supportive relationship, in that scme transfer of learning takes place from
one learning objective to the other.

e The table on the next page contrasts the three types of dependent, independent
and supportive relationships. The table also provides examples of each of these
relationships and shows how the relationship affects sequencing.

3
i
i
i
i
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Types of Relationships Between Learning Objectives

DEPENDENT

INDEPENDENT

SUPPORTIVE

Skills and knowtedges in one
learning objective are closely
related to those in the other
learning objective.

Skills and knowledges in one
learning objective are unrelated
to those in the other learning
objective.

Skills and knowledges in one
learning objective have some rela-
tionship to those in the other
learning objective.

To master one of the learning
objectives, it is first necessary
to master the other.

Mastering one of the learning
objectives does not simplify
mastering the other.

The learning invoived in mastery
of one learning objective transfers
to the other, making learning in-
volved in the mastery of the other
easier.

EXAMPLES:

plication one must first learn
addition.

One cannot send messages in
Morse Code without first having
mastered the codes for each of
the letters and numbers. The
“sending” skills are totaly

In math, in order to learn muiti-

dependent on the prior learning.

EXAMPLES:
Far a clerk typist, “type letters
from drafts” is independent of

““'maintain files.”

For a wheeled vehicle mechanic,
""adjust carburetor” is independent
of “torque engine head studs.”

In both examples, knowing how
to do one would not help much
with the other.

EXAMPLES:

“Assemble weapon” has a sup-
portive relationship to ‘‘disas-
semble weapon.”

“Orive a 1/4 ton truck’ has a
supportive refationship to “drive
a 2-1/2 ton vehicle.” In both
examples, learning to do one
would help considerably in
learning to do the other.

The learning objectives must be
b arranged in the sequesce indi-
cated by the above hierarchy.

In general, the tearning objectives
can be arranged in any sequence
withaut lass of learning.

The learning objectives should be
placed close together in the se-
quence to permit optimum transfer
of Jearning from one learning objec-
tive to the pther.




® Some effects of sequercing are:

1.

Sequencing effects are long-range. The advantages or disadvantages of using
any sequencing scheme will not likely show up immediately. Therefore, end-
of-course tests should be used for evaluating effectiveness of sequencing tech-
niques. Within-course tests of small portions of the course are not likely to
reveal the true effects of sequence.

Sequence is important to low-aptitude students. Students who have a high
aptitude for the subject matter will learn it in spite of sequencing. The lower
aptitude of the learner for the content, the more important it becomes that
some type of sequence and structure is provided.

Sequence is important with unfamiliar materials. Students who are familiar
with materials will learn regardiess of order of presentationn But as material
becomes increasingly unfamiliar to the student, the importance of sequence
increases.

Sequence is important with non-redundant materials. Some instructional

materials are especially redundant, stating important points over and over
again. Sequencing is not especially important with these materials, because
the student can pick up the second time anything he has missed the first
time. But if materials are non-redundant and state their points only once,
it is important that the materials be sequenced according to some rationale.




from block 24

|

Setect First/Next LOO
Sheet and Associated
Stack of White snd
Yellow LP Cards

%
l Sequence LOs With ’ @ Two or more objectives may have s dependent relationship. mastery of one

Dependent Relationstups raquires prior mastery of the other.
]  For turther guidance on how to sequence objectives with dependent

reiationships, see below
. Y%l

to block 27

How do I sequence objectives with Dependent
nelationships?

® Sequencing learning objectives that support a TLO.

1)

2)

Review each Learning Objective LP Card on which you have an action state-
ment to determine if certain skills and knowledges are prerequisites for others.
Ask the question, “What other skills or knowledges must the student have in
order to accomplish this task?”’ The answer to this question will help you
identify the proper sequence for prerequisite objectives. The simpler pre-
requisite objectives should be sequenced before the higher-level (complex)
objectives of which they are a part. For example, before a person can multi-
ply, he must be able to add. Learning how to add is a prerequisite for
multiplying.

Arrange and rearrange the Learning Objective LP cards until you are sure the
enabling skills and knowledges (prerequisite objectives) are placed before the
higher level more complex objectives. In other words, construct a shorthand
pyramid.

— For example, a terminal learning objective with its learning objectives might
look like this when the cards have been arranged. (See next page)
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Shorthand Pyramid Displaying Learning Analysis

'
GET FROM POINT A TO POINT B
ORIENT MAP HIKE WITH PACK
AND COMPASS
[ ] ]
INTERPRET
o USE COMPASS
L 1 | ] 1 ;
’ APPLY RULES
USE LEGEND USSVES(T;::AD READ COMPASS C(f‘llti’HAYSS FOR USING
COMPASS

I——L—_\

MATCH SYMBOLS l———J
TO ACTUAL MATCH SYMBOLS ] AVOID MAGNETIC

TERRAIN TO LEGEND ATTRACTIONS
READ COMPASS

ALIGN POINTS

VALUES FROM
L—-l———] SCALE WITH SCALE
IDENTIFY ( j 4

SYMBOLS
- READ VALUES APPLY RULES
WITH FOR DIRECTION
I l INTERPOLATION FOR READING R
1
IDENTIFY LDENTIEY 1 ‘
\j

oo smares IOENTIFY
céﬂﬁ't‘ix’lm ZERO IDENTIFY :
MARKS REFERENCE BLUE POINTER
POINT

— Note that before you can master the TLO of “get from Point A to Point B,”
you must be able to do two learning objectives: “orient map and compass,”
and “hike with a pack.” Some of the learning objectives under ‘‘orient map




have dependent relationships. These hierarchically-ordered objectives are,
therefore, easy to sequence. One sequence is:

i. Identify symbols

2. a. Match symbols to actual terrain
b. Match symbols to legend

3. a. Use legend
b. Use grid system

4. Interpret map

H.10
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from block 26

Sequence L0y With ® Two of Mmore objectives May have a supportive relationship  some teanster
Supportive ¢ ot learning takes place trom ane LO 10 the other

Relationships

» For turther guidance on how to sequence objectives with supportive
elationships, se¢ below

to block 28

How do 1 sequence objectives with supportive relationships?

1)

2)

3)

4

H-20

Continue to study the Learning Objective LP cards which make up the shorthand
pyramid for this task.

Arrange objectives with supportive relationships as close together in the sequence
as practical so that optimum transfer of learning can take place.

Arrange objectives close together if the conditions under which the learning
objectives are carried out are identical or similar, and if the conditions are diffi-
cult or expensive to produce at random times. For example, if several learning
objectives have conditions such as ‘“‘at night,” “on muddy terrain,” or “when
flying at an altitude of 20,000 feet,” you will probably wish to nlace the “at
night” learning objectives together, the “on muddy terrain” learning objectives
together, etc.

Arrange objectives close together if a particular piece of equipment must be
available in order to accomplish a group of learning objectives, and if you are
not likely to have continuous access to that equipment, you will probably wish
to group the learning obje<tives that use that particular equipment. In addition,
you will want to keep the order of the group of learning objectives within the
total program as flexible as possible. For example, if the learning objective

is “‘perform maintenance on helicopter,” you will have to wait until the heli-
copter is available for maintenance before you can accomplish the objective.

,,_ ~n . )

e wamms
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from block 27

Sequance LOs with « Two or more objectives may have an independent relationship  they are
Indepsndent totally unrelated ty each other

b
Relauonships ® For further quidance un how to sequence objeciives with independent
relationships, see beiow

to block 29

How do 1 sequence objectives with independent ralationships?

1)

2)

Learning objectives with independent relationships may be arranged in any
sequence. Any of the guidelines listed for sequencing learning with a supportive
relationship may also be used for sequencing objectives with independent rela-
tionships. However, with the latter, you need not be concerned about locating
the learning objectives close together in the sequence unless condition or equip-
ment constraints indicate otherwise.

Some of the learning objectives present more of a sequencing problem, however.
In an example below, which should be placed first, “read compass values from
scale” or ““align points with scale?”” These can be placed in either order, so
long as they are both placed before ‘“read compass,” and as long as “read com-
pass from scale” comes after the five learning objectives under it.

READ COMPASS

7
READ COMPASS AUIGN POINTS
VALUES FROM WITH SCALE
G SCALE * 2
READ VALUES APPLY AULES
WITH FOR DIRECTION
2 | INTERPOLATION FORREAOING | ¢
IDENTIFY |U§NT|H .
GRADUATION ERO (DENTIFY
WARKS REFERENCE SLUE POINTER
POINT




However, if you place “align points with scale’ within learning objective 1 through 6,
you would interfere with the dependent sequence of those learning objectives. There-
fore, unless you had a good reason for doing otherwise, you would place “align
points” either after “‘read compass values from scale” or before the group of learning
objectives that have a dependent relationship to “read compass values from scale.”

READ COMPASS

READ COMPASS

VALUES £ ROM ALIGN POINTS

WITH SCALE

6 SCALE
AEAD VALUES APPLY RULES
WITH FOR DIRECTION
INTERPOLATION FOR READING | £
DENTIFY
G;EE’:’JL’;’;’N ZERD JDENTIFY
s REFERENCE BLUE POINTER
POINT
3 4

OR

READ (GMPASS

REA MPA
vaL[:JéSl]FROEJS ALIGN POINTS
SCALE WITHSCALE
7 T A\

[

-

READ VALUES
WITH
3 INTERPQL ATION

APPLY RULES
FOR DIRECTION
FOR READING

IDENTIFY
IDENTIE
Gnagﬁnn'ou ZEROD IDENTIEY
A REFERENCE BLUE POINTER
s POINT
2 4 5

s
%




from block 28

Record ssquance # on ® For furihar guidance, see below
Yaltow LP Catd

to block 30

What purpose does the sequence numbern serve?

o In blocks 26, 27 and 28 you sequenced the LOs for this TLO by the types of

relationships between the LOs. You determined that some LOs must be trained
before others because of their dependent relationships; others should be presented
together because of their supportive relationships; and for some the order of
presentation is not important. The sequence number you assign in this block is

a documentation of this sequencing. It represents a first judgment of the order in
which the LOs should be addressed in training. In later blocks (blocks 37 and 40)
you may find that this order needs to be modified. For example, you may find
that a LO represented in this TLO may be represented in another TLO. If so,
you will probably not wish to give training for the LO for every TLO in which it
is represented. The judgment as to where it is best trained will be made later.

In this block you will make only the first judgment.

How do 1 assign the LO sequence number and where do
I necond it?

The LO Sequence number is recorded in the upper right corner of the Learning
Objective LP Card.

Start with the LO that you have determined should be trained first when this
TLO is being presented to the student. Record a LO Sequence number of “1”
to this LO on the corresponding Learning Objective LP Card. Record a LO
Sequence number of “2” to the LO that should be trained second. Continue this
procedure until sequence number has been recorded for all LOs for this TLO.




What does the Learning Objective LP Cand Look
Like after the LO Sequence number has been
gilLed 4n?

LEARNING OBJECTIVE LP CAR
Tk #_330 ~ 5785 - 1090 & LO Sequence # 1
Element/Enabling S&K # A

Learning Category/Subcategory HZ rvie learn LT

Learning Gbjective # _[Mi-A'"‘ nEin) 6

LO Group Letter

TLO Sequence #

TLO Group Letter

Action Statement:

Oviend meg § Compass

felda




from block 29

Group TLOs by
fnstructiona
Setting

Seince Fiest/ Nt
Instructional Setting
Group

T

to block 33

® LOD Sheets ang associated LP Cards are sorted into thres instructional
setting stacks.
- institution
- 50JT

— selt study
* Tha instructional setting is shown on the 100 Sheets and LP Cards.




from block 32

» 3

J Determine Sequence « Cards on which TLO action statements have been recorded are arranged 10
al TLOs
& For further guidance on determining sequence of TL (s, see below.

aphically show the retationships of all TLOs covered in the Course vnder
Jf development for @ particular instructronal setting.

!

L —T

: to block 34

How do 1 sequence TL0s? )

® The same guidance for sequencing LOs applies to the sequencing of TLOs.

— Arrange the Terminal Learning Objective LP cards into a new shorthand
pyramid. It is impractical to rearrange accompanying LOs, however, keep
in mind that when you place a particvlar terminal learning objective in a
certain position in the sequence, you will later locate the learning objectives
that support the terminal learning objective with it. This is because of the
dependent relationship of the learning objective to the terminal learning objec-
tive, and because of the transfer of learning that is more likely to occur when
closely related learning objectives are kept together.

— For example: One terminal learning objective might be to operate a certain
piece of equipment, while another terminal learning objective might be to
instruct others in the proper operation of the equipment. Most likely a
dependent relationship exists between these two terminal learning objectives;
therefore, you would place “operate equipment’ before “‘instruct others.”
The guidelines for sequencing supportive and independent TLOs are likewise
the same as given for LOs.

P T g T AR T — " g— ..
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from block 33

Assign TLO o For turther guidance, see below
Sequence &

to block 35

How do 1 assign and rnecornd terminal Learning objfective

sequence numberns?

® Assign a TLO Sequence number of “1” to the TLO which is to be trained first;
a “2” to the TLO to be trained second; etc.

e Record the TLO Sequence number in the upper right corner of the following forms:

— Learning Objective Documentation (LOD) Sheet
— Terminal Learning Objective LP Card
— All Learning Objective LP Cards associated with each TLO

What does the terminal Leawing objective LP Card Look
Like agten the TLO sequence number has been
neconded on At?

EXAMPLE:
TERMINAL LEARNING OBJECTIVE LP CARD
Task # - - /100 ? Group Letter
Instructional Setting 1 -AZS Ttry ZZQH Sequence # 1

Learning Qbjective # [QQ S

Action Statement:

n hiKe from powr p ,z,,wl,fe




What does the Leawuing Objective Documentation Sheet
Look Like aftern the TLO sequence numbern has been

neconded on Lt7

TLo Szzue nce 2.’

ISD 111 Develop Objectives
LEARNING OBJECTIVES DOCUMENTATION SHEET

(LOD Sheer)

SECTION ¢

e - st SFC Albert John son ]
Coure Lgniﬂ&lis‘ﬂ&'l, Skills _ . . e

o __ oa 1I)30/R

SECTION 1t

Taw none 3BO-85-1008  Institurion
TERMINAL LEARNING DBIECTIVE

v the trathee will Aike from point A to pant+ 8 |

3'ugn o map, compady and blxnhfpuﬁ Ll .

- withir 3 hoors .

Standardy State
L e _ __ S S
SECTION i ‘ |
A ! LR 1
et S

A 1009 Given a map and a compass ia UnFamitier M frng’ )
Orien+ map end A f‘¢rrm$\‘ +he +rainee will orient the map Jearnia
compass ‘C‘OI‘JM’ +o mlaﬂ“{c Norsn “Wl”';

FAAT ‘looy When located i Lnfamiliar terrain A '\A/VN’G—‘ ]

Prairee will 3elect +he COrrect maye for he learsa
retd me . i

Interp 4 A +erroun from a grove of Emaps g i U’l'"_,

VAL 4}5;; TWhen locared 1A vnFemiliar terrasa, the M/ o 1
Use legend ALl trahee Will point sut 5 tctved terran elessiky-

€eatures whih correspoad 4o he mapoymbels 17y

ALt 1008 Given « Beries of Phetes of actual Fevraty M B
Match symirls +v a1 Features, fhe frathee O/l Sord them into discrm -
attva +orramn $roupS Lnder the apprrprite Uynbbl mu»ln"

AL T 1008 Glven o map, the trairce will matuh ha | Widwin ]
Maitch aymbels + ALl mbols 4o the smap Jegend by dracue Fying objests
leacad ’ Mc.ahhd lnes From :V-b.l +o e Il,uu( + 1]

AL 1008 Given 12 edamples of map oymbsls, 5t ate Miderwe- ]
Tdenstéy #ymbels MLL] Whet tha Symbals indicate . Al 12 most be 1yeng Objaes

tdenti Frad corracHy. i $gmbels

X ' . ]
IJ-M\FH colva None

AL ) I ' ! ]
I dentiFy 6hapes none !

. A2 71609 Given o compats s Un€amilier teriai, ime Mlmie ]
Uee compass A2 traece will desecmire tha directions: Noms, learan

Fasr, Sovth end Wact, from his location +using”
I
| |
| R
l ) A2 Mdnlan 5Kills and Knowledges not shown b e ]
l \
| - 7 B o A S
| \
_ ' I S [ P PR
-8 1008 |Given a 40 lb backpack, the trwires will  [P/grons
HiXe with pack | B [hike non-6ap from poii A 4o Puni B within | imorer
l l'l hows axelt

e ————— e ———— e gt et T

-———
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What does a Leawning Objective LP Card Look ELike aften
the TLO sequence number has been recorded on 4At? 3

LEARNING OBJECTIVE LP CARD i .

Tesk #_ 330= §75 - /00§ LO Sequence # _ 1

Element/Enabling S&K #ﬁ LO_Grayg Letter 1
Learning Category/Subcategory TLO Sequence # 1
Learning Objective # [ 0¥ - A Toup Letier

ﬂ/rule leavn l.u 9

Action Statement:

Oxieny mo. g {‘ Qomet.ss




from block 34

35

Structuse TLOs » Grouping ot objectives provides orgamzed, managesble blocks of contact
1ato Groups « For further quidance on how 10 group obeChives, see below

T

to block 36

How do 1 structune teminal Learning objectives
into groups?

While sequencing TLOs, you undoubtedly realized that you were dealing with quite
a few items; so many in fact, that you might have had difficulty in getting a clear
picture of the relationship between all of them. You can partially overcome this
difficulty by dividing the TLOs into large groups that will provide organized
manageable blocks of content with which you can work. How many TLOs you
group into a block is an arbitrary matter. At this point, you are simply identi-
fying TLOs that can be grouped because of the close relationship between the
learning objectives involved.

Advantages of groupitg (structuring} TLOs

1) Grouping content areas early will help you get a clearer picture of the scope
and nature of your developing program.

2) Grouped TLOs can be worked on independently. If one person is responsible
for development of the total system, he can work on later groups if all the
material is not available for earlier groups.

3) When more than one person is assigned to develop course materials, different
people can be assigned responsibility for different groups. Each person then
can work relatively independently on a group of learning objectives, con-
ferring with others as needed.

Guidelines to help in dividing TLOs into groups

1) For a particular group, select learning objectives that bear a close relationship
to each other. Combined, they should make a self-contained group.

2) Combine learning objectives so that the group has a natural beginning and
ending point.

3) Be sure all learning objectives are included somewhere. In general, learning
objectives within your groups will remain in exactly the same order as your
original sequence. However, since dividing learning objectives into groups
should help clarify your total program, do not hesitate to re-sequence objec-
tives where necessary.

4) Do not assume that your group of learning objectives is unalterable. Subse-
quent decisions may require you to re-evaluate what should constitute a group.

e T GRS
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e Procedure: Sort the Terminal Learning Objectives LP Cards into groups by using
the guidelines on the previous page. See example below. 1
X
EXAMPLE: TLOs which have heen sequenced and structured into groups. :
Step A Step B
Determine the Optimum Group TLOs
tnput tc Yor Teaching Sequence of TLOs into Blocks :
. ‘ -
For a gven TLO Y Group A “
\ job, Teach First Block of TLOs :
learning taught first .
::;:ctwes TLO 2
) Teach Second
N dentify .
alt —————
behaviors TL0 3
that Teacn Third
must be _—
. ]
acquired Group B
TLO 4
by .the Teach Fourth Block of TLOs
trainee ] taught second
during
instruction TLO S
Teach Fifth
7106 Grouwp €
Teach Sixth Biock of TLOs
gach Sixt taught third
TLO 7
Teach Seventh
. Group D
. Block of TLOs
taught fourth
L]
. ~
. )
b
— Group N
. $ Black of TLOs
taught fast
S
Teach Last —] :
/




from block 35
%

Assign Group ® For further guidance, sse below.
Latter

to block 37

How do 1 assdign group Letterns to terminal Learning
objectives?

e Now that you have determined which TLOs can be sorted into related groups you
are to assign an alphabetical letter to each of these groups. The group of TLOs
that are to be trained first should be assigned a group letter ““A”’. Those trained
second, “B”, etc. Continue this procedure until all groups have been assigned a
group letter. The example on the preceding page illustrates the assignment of
group letters.

Where do 1 hecond the terminal Learning objective
group Letterns?

® The group letter is recorded in three places: i
1) In the upper right corner of all Terminal Learning Objective LP Cards included

in the group |

2) In the upper right corner of all Learning Objective Documentation (LOD) {

Sheets included in the group of TLOs
3) All Learning Objective LP Cards associated with each TLO

H.32
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What does a Teruminal Learning Objective LP Carnd Look
Like aften the TLO group Letten has been
reconded on A7

EXAMPLE:
TERMINAL LEARNING OBJECTIVE LP CARD
Sequence #

Instructional Setting TAJSTIT LT 20 AD
Learning Objective %# __ /0O &

Action Statement:

hiKe f\-om poINT R hfowf 8




What does a Learning Objective Documentation (LOD)
Sheet Look Like after the TLO group Lettern has been
necornded on £t?

EXAMPLE: TLo Saguence # ]

ISD 11.1 Develop Objectives w

LEARNING OBIECTIVES DOCUMENTATION SHEET

{LOD Shest)

SECTION 1

mmeioties sy _SFC Albert Johmson . om 13028

coww Land Naviga+ion Skills

SECTION 1l
Tow 10 No 330-8 151008  Institvtion

TERMINAL LFARNING OBJECTIVE

acton suerent_Vhe trainee mill Aike from pone Ato paar B
Conditions S"'-M'MMAMA,M

Stunducs Swement_goidhp 3 hoves

SECTION 1
(A (Bt i 1cl 1]
|

Learming " Learning
Oujective Learning Objective (Action Cond:tions & Standardst Category
Requrced? | 1Sub Category

A 1008 [Given & map and a Compatd in URFamiliar M]rug
Crisne,mer <rd N TR ARSI e ey
Al 1008 When located i infamilnr terain,+ha M/ rvle
Tt mep k1 (e A e R e

Element/Erabiing
Skiifs and Knowledges

AL 1608 When Iocared 1 vnfamiliar Ferran, the
Use legend |AL1 Hrahee Will pont sut 5 ectved terramm

fca-run 3 Which correspand +o +he map symbols

AT 1008 [ Givan & Beries of phetes of actuel Ferrain
Match symbls v A1)  Featvres, the +rasnee will Sory thea ints
astog +&rran . §roups vnder +he l.,,np't'dhr Guﬂbbl

s AL loog 'Grven o ﬁ;;p, Hhe Prasnee il metth e
Maich .3-0"! + ALl mbels 4o Me maw Jegend "0 dra.ug
legend ‘ - ieBnnecHing ines From Mo symisl +o 4o Ngand

CALL (1008 Given 12 exaimplas of miap dymsls ) ot abe
Tdensrfy symbds IALLLY  [whad e Symbdls Jadicate. Al J2 most be

tdensi Frad correcey.

4
+
|
|

L ALLLI J
IJ.-...‘AJ colors

s ALLLL2
T denwry hapes

i

. R 3
%9 1009 Gives o compass in unfamilisr Ferrain, +me Minvic
Vee compass A2 tramee will detcrmire tha directions: Nors, l8arany

Easr, Sovth and Wast, from his location RHusiag
. oo erem AT E g

i

T

| NAxen : sKills and Knowledses not shown
_L \ _A.kfxf da

(E)

"

-l, - s - b e — - B U
BT T T ioof [Given o 4076 backpack, i trasies will | Flgros

l
1
ack |B (hiKa noR-E4op from point A 4o Pumi B withis | moper
HiKe with P { i hocws P poiy




What does a Learning Objective LP Card Look Like aften
the TLO group Letter has been neconrded on At?
EXAMPLE:

Task # - 75~ /00
Element/Enabling S&K :tf)

In py
Learning Category/Subcategory /‘/Z ? vl : leaxnin 7

Learning Objective #_lﬂ_Q_Z_"_ﬁ_____

LEARNING OBJECTIVE LP CARD

L0 Sequence #
L0 Group Letter
TLO Sequence # 1

TLO Group Letter _A_

Action Statement:

Or)er\“’ Ma.f f' c.oMfa,S'S




from block 36

Identify/Group » Somw tasks may contan LOs for slaments or skilis snd knowledges thet are
fdentical LOs the same as for other tasks. In this step thess LOs are identified 30d g cuped
10gether.

& For turther guidance, see below.

to block 38

How do 1 identify and group Ldentical Learning objectives?

® Some tasks may contain learning objectives for elements or skills and knowledges
that are the same as for other tasks. It is important that these identical LOs be
identified at this point because in many cases you will want to schedule the train-
ing for these LOs so that they are only taught one time. Generally, the training
for these LOs should occur when the task containing one of these identical LOs
is first taught. For example, look at the partial learning analysis below:

REPAIR PRINTED
CIRCUIT BOARD

5
[ I |

TROUBLE SHOOT | REMOVE REMOVE
PRINTED CIRCUIT DEFECTIVE TRANSFORMER
BOARD CAPACITOR
DESOLDER DESOLDER

® Consider the learning objective “desolder.” It occurs under both “remove defective
capacitor’ and “‘remove transformer.” You will probably want to schedule the
teaching of desoldering only one time, If previously you had determined that the
task element, “remove defective capacitor” was to be trained before “remove
transformer” then desolder would be scheduled for training only as a part of the
training for ‘‘remove defective capacitor.” It would be assumed that desoldering

training would not need to be repeated when providing training for “removing
the transformer.”

H-36




e Follow this procedure for identifying and grouping identical LOs:

1)

2)

Sort into stacks all Learning Objective LP Cards that contain identical
action statements.

Check these Learning Objective LP Cards against the LOD Sheets to be
certain that the conditions and standards for each is also identical or very
similar.

Alphabetize each stack by TLO Group Letter.




from block 37

38

Any
mnm:’al Lo

Record Apprapriats
Group Letter on Yellow
Cards tor All identical

LOs

o For further guidance, see below.

to block 40

What and where do 1 record the Learning obfective .
group Letter forn LO's that are Ldentical?

o The LO Group Letter is the same as the TLO Group Letter of the top card of the
stack of alphabetized Learning Objective LP Cards.

e The LO Group Letter is recorded in the upper right corner of all Learning Objec-
tive LP Cards in the stack.

e It will be necessary for you to change the LO Sequence number on all of the
Learning Objective LP Cards in the stack except for the top card.

— Draw a line through the Sequence number originally recorded
— Record on all cards in the stack the LO Sequence number shown on top card
in the stack

SUMMARY: All Learning Objective LP Cards in the stack
of identical LOs will have the same LO Group
Number and LO Sequence Number.

H-38




What does a Learning Objective LP Card Look Like aftern
Zthe LO group Letter has been recorded and the LO
sequence ¥ has been changed?

EXAMPLE:

-

LEARNING OBJECTIVE LP CARD
T+ 339 -ST5~- 1022 _
Efement/Enabling S&K # ﬂ LO Group Letter
Learning Category/Subcategorv” vie Ico.vm"s TLO Sequence #L

Learning Objective # l (o) z Z - D!‘ TLO Group Letter 2

Action Statement:

/

LO Sequence #

O’f;eV\\ hap and coqua.s,s

H.39




from blocks 38 and 39

Identity/Group « Common tactos learnu. , objectives are LU3 that have 1dentical action words
Common Factor and sumitar objects of the action in the learning objective statement
Loy

® For turther quidance on how 1o sequence Common-tacior cbiectives,
see below.

to block 41

How do 1 identify and group common gactorn Learning
objectives?

e The example below describes what common factor learning objectives are.

IDENTIFY IDENTIFY IDENTIFY
CAPACITGRS TRANSISTORS RESISTORS

— i o

IDENTIFY IDENTIFY IDENTIFY (DENTIFY IDENTIFY (ENTIFY | | IDENTIFY

COLOR BAND
p
CODES COLORS SHAPES SHAPES CODES COLORS , SEQUENCE

e In the above example note that “‘identify capacitors,” ‘‘identify transistors” and
“identify resistors’” each have the common factor of identify as the common
factor between them. One logical way to handle these common factor learning
objectives is to consider grouping all ‘‘identify” learning objectives and pluce them
near the beginning of the course. ¥

o While common factor learning objectives generally should be listed early in the
sequence because they represent information or skills basic to many learning
objectives, the delay between introducing such objectives and the actual applica-
tion of the objectives should be minimized. This is so that material learned at
the beginning of training will not be forgotten by the time it is practiced as a
part of other learning objectives.




¢ The procedure to use for identifying and grouping common factor learning
objectives is as follows:

1) Sort into stacks all Learning Objective LP Cards which have common factor
elements

2) Check these Learning Objective LP Cards against the LOD Sheets to be
certain that after examining the conditions and standards for these LOs
they should still be grouped together.

3) Alphabetize each stack by TLO Group Letter.




b from block 40

Any
Comman Factor
(0s

42

Shoutd

Tramning for
These LOs Be
Comh;nmi

Record Appropriste 1‘ & For turther guidance,

Groun Letter on see below
Yeliow LP Cards for
These LOs

L

to block 44

What and where do 1 necond the Leauwing objective
ghoup Lettern gon LO's that have common factorns?

The procedure to use for determining what to record and where to record it for common
factor LOs is the same as that for identical LOs. That is:

® The LO Group Letter is the same as the TLO Group Letter of the top card of
the stack of alphabetized Learning Objective LP Cards.

e The LO Group Letter is recorded in the upper right corner of all Learning
Objective LP Cards * - the stack.

e It will be necessary for you to change the LO Sequence number on all of the
Learning Objective LP Cards in the stack except for the top card.
— Draw a line through the Sequence numbecr origuiully recorded

— Record on all cards in the stack tlie LO Sequence number shown on the top
card in the stack

SUMMARY: All Learning Objective LP Cards in the
stack of common factor LOs will have
the same LO Group number and LO
Sequence number,

H.42




What does a Learning Objective LP Cand Look Like

. agten the LO group Letten has been nrecorded and
the LO sequence # has been changed?
EXAMPLE:
LEARNING OBJECTIVE LP CARD

Tk #_330-S1§5~-/222 L0 Sequence #

Element/Enabling S&K # _E " LO Group Lenev.

Learning Category/Subcategory'_y/”(?" h?y abded TLO Sequence # ’V

Learning Objective # [7—22 - l, [‘ a TLO Group Letter E

Action Statement:

Tolent fy codes

3
i

[ TR




from blocks 41 thru 43
“ ]

Ask Another SME or
Your Supervisor to
Review Your Sequencing
and Grouping Dacisions

45

Any
Revisions Needed
?

No

46

Review by snathar parson wall help reveal sny misclassitcations in the
the grouping snd/or sequencing ot objectives.

Make Needed
Revisions

I
to block 47




from blocks 45 and 46
a9

’ Record Group Letter
and Sequence = an
LOD Sheers

' o For exampiz, see below.

to block 48

What group Letter and sequence # do 1 necord and where
: do 1 necond it on the LOD _heet?

o The Group Letter and Sequence number are those recorded in the blanks for LO
Group Letter and LO Sequence number. However, in some cases there may not
have been a LO Group Letter and/or a LO Sequence number assigned. In these
cases use the entry made for TLO Group Letter and/or TLO Sequence number.

¢ Record the appropriate Group Letter and Sequence number in Section III,
Column E of the LOD Sheet.

® Check to be certain that there is a Group Letter/Sequence Number entry for
each element/enabling skills and knowledges shown on the LOD Sheet for
which a lzarning objective was required (Column B).




What does the LOD Sheet Look Like agter the group Letter/
sequence number have been reconded?

EXAMPLE: TLo Sczv:nm &1
ISD 111 Develop Objectives To Group Letev:

LEARNING OBJECTIVES DOCUMENTATION SHEET

(LOD Sheet)

SECTION
Namsiotte sl _SF C. Albert John son . . o vae 11/304 18
coue Land Navigation Skille ) R

SECTION 1l
T 10 No 3BO-8 75 - 1008 Institvtion

TERMINAL LEARNING OQBJECTIVE

Starctards Stavment widhin 3 hoord — . e

SECTION 11t
Av " 1
Pear e Olim G & 00 Goeaie o & By wigds
-4 1008 Given & map and a compars i unFamilier M froly
Orient map and A terrain +ha Fraice will orient the map learnia
compass according to megnetic Norsn *Uslh
[ A ./ooy When Jocatnd 11 unfamilihr +errass s 'M/ rvle
travnce will 3elact the Correcs maye For +A learnmia
Interpret map Al Ferrain from & §rovp of & maps r sy
AL T 77087 “When located vafemiliar tervais, the .M/ R
] Use legend ALl tromee Will point oot S dctved terrai elassify| 43
eatures which Correspoad +o +he mapagmbels 17y
LALLLL ‘loog Given & 8eries of Phetos of actval terrain M[ -
- Match .r:’nb.ln. +o ALl Featores, the Frashce will Sord Fhea ixts discriim - A -y
i seton] terramn $70UpS Lnder the appripriste Symbol raeing
LT oL . ) AL A% S
- ALY 100§  Glvra a map, tha Fraiiee will mateh +ha 'v.'s'an
Maich oymbels +» AL mbels 4o tha marm Jegend by dracui g obiaps . 5
leam‘ AL Mcd-'ha lineg From Jvﬁlhl +o e Ju-( + 4 :
- AL y 1008  Given (2 examples of map symisls, gt ube Midervs N
Tdensrdy #ymbsls LLL| What e Symbals /adicate. Al 13 most be 1Ay objests 4
4 * identi fred covracHy. ?lg—“:‘:' ﬂ ‘
CAdLiin ' T . ' ' '*[
Zdennvy colors none
AL T ’ ’ ’
T denriFy shapes none
A 180% Given & Compass in unfamilisr terrais, in  Mirvie
Vse compass A2 tramree will dedermiie the direetioas: Nors, leasant o A-7 -
East, Sovth and Wast H0m his location uUsing 4‘ ‘
N I \ . R ”
| ‘ . 1
S I S A3 enabling sKills and Knowledges not ghown . . . L j
-8 1008 (Given & WO Ib backpeik, +h trwinen will ’-F/ai-;} F
HiKe with pack 'g (hiKe non-8+ep frem point A +o Plni B with ,meter A -”
i 3 howrs el S
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from block 47

. ¢ All
Insuuctional No
Setting Groups Been
locted tar 8nc.
e
?

48

49

@ During the sequencing and structuring process
nformation may have been obtained that would be
usetul to persons who performed activities that led
ntg this block  Sermiladly, informatiun may have
been obtained that would be useful 1g persons who
will be engaged in Instrucuionat Systems Develop.
ment steps that {ollow this ane.

Any
Infarmation for
Individuals Working in
Other 1SD Blocks

2

No

® Comments are recorded and submitted to
3pproptiate prisons.

Recar Cumments on
I1SD COORDINATION

® For turther uidance. see below

|
|

-

What L8 Zthe Aimpontance of preparing comments for people
wornking in othen steps of the Anstructional systems
development process? How do I necornd them?

® In order for the Instructional Systems Development process to work effectively
it is imperative that there be forward and backward communication between the
people involved in the process. At some time or other you have probably com-
plained about the input that has been provided to you. Sometimes, you may have
had to do work that should have been performed in previous steps.

IT IS IMPORTANT THAT YOU FEED THIS INFORMATION BACK
TO THE APPROPRIATE PEOPLE SO THAT REVISIONS CAN BE
MADE TO EFFECT IMPROVEMENT IN THE END PRODUCT.

In your research for this step of the Instructional Systems Development process
you may have discovered additional information that you think may be useful
to people who will be working in steps that follow this one. If so, it is equally
important that you pass this information on to appropriate people.

REMEMBER, COMMUNICATION WITHIN THE INSTRUCTIONAL
SYSTEMS DEVELOPMENT PROCESS IS CRITICAL FOR EFFEC-
TIVE INSTRUCTIONAL DEVELOPMENT FOR SUCCESSFUL
MISSION ACCOMPLISHMENT.

Tt de A Epbdee SWF Y




e A copy of the ISD COORDINATION SHEET can be found in the back of this
manual. Make sufficient copies to enable you to send one to every individual
you wish to communicate with—plus copies for your records.

e Complete the [ISD COORDINATION SHEET in duplicate. Send one copy to
the individual and attach one copy to the Instruction Settings Selection Package
(IRS Sheets).




Have
You Read the
Intzoguction tg the Use

xm Aids
2

Intreguction to the Use
at Job Auds

Have You
Used This Job Ad
Belore
2

Want
to See an
Ouorview of the
Job Aud
2

List
of TLOs and
Asyociated LOs
Avartable
>

. Was
Job Avd
Used far Devetoping
Listof TLOs
.nd7lOs

Overview of Jab Awd
for Sequence and
Structure Objectives

Gurdance for Qbtaiming
List of Learning
Obgechves

Obtan LOD Sheet for
Each TLO and
Associated White &
Yellow LP Cards

Examine First/ Next
L0D Sheet

16

Combine Yellow LP
Cards tor Which LOs
Were Prapared With
Associated White
LP Carg

All
LOD Sheets
Examined

?

Obtain Learning Objectives
Oocumentation Sheets
(LOD Sheets) and White
and Yellow Learning
Pyramid Cards {LP Card)

Setect First/Next TLO
With 11s Assoriated LOs

Select Blank
LOD Sheet

Complste Section |
of LOD Sheet

——

7

Complete Section 1j
of LOD Sheet

LN
Setect Blank White
Learning Pyramid Card
{LP Card)

Insrructionsl Satting
Leacing Obyectve &

Salect Seversl Yellow
Learmag Pyramid
Cards (LP Cerck}




il

For Each Elemant/
Enabhng Skills and
Knowledges Shown on
10D Seet Complate a
Yellow LP Card

2

Combine Inta » Stack
White and Yallow

LP Cards Assoceated
With LOD Shest

Goto
Block
4

Study the Types of
Retationships Between
Obyectives Which May
| Aftect Sequancing of
I the Objectives

Setect First/Next LOD
Sheet and Associated
Stack of White snd
Yeliow LP Cards

= ’
Sequence LOs With
Dupendent Ralstionships

A

B

Sequer ¢ LOs With |
Supportive
Refatignships

b

T T
Sequance LOs With
Independent
Relstianships

Record sequence # on
Yellow LP Card

Go te
Bloch
»

.58 e e

n

Group TLOS by
Ingtructions!
Satting

32

Select Fuzt/Next
instructionat Setting
Group

Determ “» Sequence
of TLO.

I
Awgn TLO ﬁ

Sequence #

//Slvuuuu TLOs
Into Groups

!r;_.; Growo

Levter
bl
37
S SE

Idennfy/Group (

Identical LOs i

i i
i
i

i

|

|

f--
!

tdentify/Graup |
Commor: Facin :
Los |

33

Record Appropriate
Graup Letter on Yellove
Cards for All Idenncat
L0s

Any
Common Factor
10s

1

42

Should
Trawing for
These L0t Be
Comq'mod

Record Appropriate
Group Letter on

Yellow LP Cards for
These LOs

Ask Another SME o1
Your Supervisor 10
Review Your Sequencing
and Grouging Decrsont

45

Any
Revinians Needed
?

No
&
Make Needed
! Revivom
|
i
1
4 t
|
Record Group Latter
and Sequence = on
LOD Sheets
48
Al
instructional Goto
Setting Grou) 8lock
2 3
L0 *
[
Yes
49
Any
Informatian tor Yes
tndviduais Warking in ————
Other 15D Blocks
ks
l Ne
} e h —
{ i Record Cammentian .
It 1SD COORDINATION
|| Sheet
'| 1
I }
o
i
]
N
STOP ]




